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Presentation of Qualifications

BILLY S. FERRELL, Ed.D.

OBJECTIVE

To secure a position in the field of Educational Administration, which will fully utilize my
experience, training, leadership skills and problem-solving capabilities.
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Harpal S. Dhillon

Summary:

Dr. Harpal Dhillon has more than 30 years of professional and administrative
experience at various levels going from Junior Engineer to the C.E.O. and one of
two owners of a company with annual revenue in excess of 80 million dollars.
Dr. Dhillon represents an effective combination of deep-rooted technical
qualification/experience and well-developed management and entrepreneurial
skills. During his career with four different employers, Dr. Dhillon has managed
large projects involving such diverse technical areas as telemedicine, renewable
energy, management information systems, computer aided logistics, computer-
based training, large-scale telecommunication systems, electric systems,
database management systems design and implementation, and LAN/WAN
design, installation, operation and maintenance. He has been active for nearly
three decades as a researcher, teacher, and consultant in the domain of IT
applications in health care delivery/management, and higher education.

Along with his career as a corporate executive, Dr. Dhillon has kept involved in
teaching undergraduate and graduate courses at a number of universities. The
subjects taught by Dr. Dhillon include Health Information Technology, Database
Managemn»rt far  Infarmatine . Quetnme  (n-line  Management Information
Systems, Information Resources Management,
Human oumpuer unegracuon, wuamy Assurance, Systems Engineering,
Quantitative Decision Methods, Project Management, Operations Management,
Managerial Statistics, and Engineering Economics.

Currently, Dr. Dhillon provides consultation to administrators of universities in the
U.S. and overseas, and to health care providers, as the President of Intelligent
Education Solutions, Inc. (IES). This company provides consultation and
implementation services related to (i) utilization of Information Technology (IT) for
delivery and management of instruction (primarily on-line education); (ii)
Assessment of Learning Outcomes; (iii) Competency Based Education; (iv) New
Program Development; (v) Strategic Planning; and (vi) Facilitation of International
Alliances/Partnerships.

From 2009 to 2011, Dr. Dhillon was the Vice President for Academic Affairs and
Dean of Academics at AGSB University in La Tour-de-Peilz in Switzerland. He is
also a Visiting Professor at the National University of Viet Nam in Hanoi, Viet
Nam.

In July 2008, Dr. Dhillon completed a 2 year long tenure as the Dean of School of
Business and Technology at Excelsior College. He managed 25 full-time staff
members in the school, and was responsible for overseeing the on-line distance
learning activities and other academic endeavors of nearly 4,400 students in the
school. The instruction is provided by more than 120 adjunct faculty members
located at various places within and outside the United States. At Excelsior












AGSB University

Since September 2009, Dr. Dhillon has been working as the Vice President for
Academic Affairs, and Dean of Academics. During his tenure at AGSB, he has
developed and implemented plans for complete overhaul of administrative
procedures, academic programs, and learning outcomes assessment. At this
time, he is leading the projects for renewal of institutional and program
accreditation.

Excelsior College

For two years, Dr. Dhillon worked as the Dean of the School of Business and
Technology at Excelsior College. In this position, he managed the operations of
an academic unit with more than 4,400 enrolled undergraduate and students.
Nearly 2,000 of these students are taking on-line classes offered by this school at
any given time. The students are mostly non-traditional and about 35% of them
are from underrepresented groups. About a third of this student population
comes for the military. The instruction is provided primarily by adjunct faculty;
many of these faculty members are associated with well known institutions of
higher learning as full time professors/ administrators. Dr. Dhillon was
responsible for overseeing the accreditation related tasks for Business (IACBE)
and Technology (ABET) academic programs in this school. Dr. Dhillon was
actively involved in several committees and task forces dealing with issues such
as evaluation of courses and instruction programs, identification and assessment
of learning outcomes, faculty development, technology infrastructure, strategic
planning, international programs, and alliances with other institutions of learning
and business/industrial organizations.

Southwestern Oklahoma State University (SWOSU)

Dr. Dhillon worked as the Associate Dean of the College of Graduate and
Professional i n Prof r and Chairperson in the D ment_of
Computer _and Information Systems. Dr. Dhillon taught upper level/graduate
courses in computer science, software engineering, information systems, and
electrical engineering. He was the project leader for the activities related to the
ABET Accreditation of the programs of the department. Dr. Dhillon was also
involved in implementing Distance Learning programs, and worked on proposals
for sponsored research at the university. His research areas included Software/IT
Project Management and Quality Assurance, Computer Security, and Wireless
Networking Systems.

Dr. Dhillon was the Director of the Center for Telemedicine and Web-based
Learning at SWOSU. He was also the Principal Investigator for the SWOSU-
QCAST-BAR-S Foods joint student internship program at the BAR-S facilities in
QOklahoma, SWQOSU-OCAST-CDFA Student Internship  Program, SWQOSU-
Freightliner Specialty Vehicles, Inc. Student Internship Program, ‘SWQOSU-
Integris Health’ Student Internship in Healthcare Administration Program, and the










occasions, Dr. Dhillon was called upon to function as the Project Manager for
complex projects involving industrial infrastructure development and total quality
management implementation

Metrek, a Division of MITRE Corporation

Dr. Dhillon was the Group Leader of the Geothermal Energy Systems Group in
the Advanced Energy Systems Department. He led a group of researchers
engaged in conducting engineering, economic, and planning analyses for the
Division of Geothermal Energy in the Department of Energy. He was responsible
for the supervision of the technical staff members in the group. His major
activities included technical direction of the project, general project management,
and marketing for new projects.

Dr. Dhillon participated in one of the first major initiatives aimed at determining
the feasibility of utilizing telemedicine for serving the population of remote areas
in the U.S. and other parts of the world. This team evaluated the utility of narrow
band (telephone) and broadband (TV) transmission networks for the transmission
of voice and data communications associated with the provision and
management of primary health care. This study, which was carried out in 1975-
1976, is the foundation on which several major telemedicine projects, involving
expenditures of billions of dollars annually, are built. Dr. Dhillon was the Co-P| of
the first telemedicine project funded by the U.S. Federal Government. At MITRE,
Dr. Dhillon took part in a number of projects involving innovative applications of
communications technology and M.I.S., for clients in FAA, Department of Energy,
Department of Health, Education & Welfare, and EPA.

University of Massachusetts

Dr. Dhillon worked on the analysis of the data collected in a health care survey in
Franklin County, Massachusetts. Using this data, he developed a model for
estimating the demand for non-emergency health care at each ambulatory health
care facility within the county. Subsequently, he developed a model for planning
the location of non-emergency health care facilities for optimizing certain
predefined objectives. This model provides guidelines for minimizing the total
cost (incurred by consumers as well as providers) of delivering a given level of
health care to the population of a planning region. Dr. Dhillon developed, tested,
and documented computer routines for these two models. This work was done
as part of a health care project financed by the Department of HEW. The doctoral
dissertation was based on this research.



Community Service

Worked in Community Service projects as a member of Rotary Club.

Participated in numerous community service projects in Washington DC,
Maryland, Virginia, Oklahoma and New York.

Have worked as a volunteer for several professional organizations since 1975.

Volunteered as a member of evaluation teams for six different institutional
{regional and national) and specialized program accreditation organizations since
2006.

Provided free IT/IS related technical consultation to several charitable
organizations and educational institutions.

Worked as a volunteer for international organizations promoting education in
science, engineering and health care in various countries. Was the mentor of the
team of students from Mexico which won the 2009 Talent and Innovation
Competition of the Americas, conducted by Young Americas Business Trust.

Professional Certificates

Certified as On-line Instructor & Curriculum Developer- University of Maryland-
University College

Certified as Total Quality Management (TQM) Specialist-Northern Virginia
Community College (NVCC)

Certificate in Educational Leadership-Massachusetts Institute of Technology
Certificate in Promotion of Diversity in Staff and Students- Excelsior College
Trained as Learning Outcomes Assessment Professional & Evaluator-
Accrediting Bureau for Engineering & Technology (ABET)

Certified as Team Chair, Distance Education Evaluator and Program Evaluator-
Accrediting Bureau for Health Education Schools (ABHES)

Certified as Team Chair and Program Evaluator- International Alliance for
College Business Education (IACBE)

Certified as Evaluator for Regional Accreditation- Southern Association of
Schools & Colleges (SASC)

Academic/ Community Service Honors

Selected as ‘Evaluator of the Year’ by the Accrediting Council for Independent
Colleges and Schools (ACICS) (2014).

Selected as the Winner of the Teaching Recognition Award for 2010 by
University of Maryland University College (UMUC). Only 6 to 8 instructors are







Reviewed papers submitted for presentation at the Annual Conferences of the
American Society for Engineering Education (ASEE).

Reviewed the book titled Data Communications and Networking, by Behrouz A.
Ferouzan, 3rd Edition, for the publisher, McGraw Hill Companies in 2004.

Reviewed the book titled Database Systerns-Design, Implementation, and
Management, by Peter Rob and Carlos Coronel, for the publisher, Thompson-
Course Technologies in 2005.

Developed an on-line course titled Human Factors in Information Systems for the
University of Maryland in 2003.

Developed a course in Information and Computer Security, and two CAPSTONE
courses at Southwestern Oklahoma State University in 2003 and 2004.

Research Publications/Presentations

Dhillon, H.S., Pusterer, H., and Dhillon, M.K.,”Student Internship and Learning
Outcomes Assessment.”

Presented at the Annual Conference of the International Assembly for Collegiate
Business Education (IACBE), at Henderson, NV. March 2011

Pina, A., Dhillon, M.K., Harter E.S., and Dhillon, H.S., "Separate but Equal? The
DBA and PhD in Business”.

Presented at the Annual Conference of the International Assembly for Collegiate
Business Education (IACBE), at Newport, RI. March 2010

Dhillon, H.S., Harter, E.S., and Dhillon, M.K., “E-Portfolio: An Effective Tool for
Assessing Learning Outcomes”.

Presented at the Annual Conference of the International Assembly for Collegiate
Business Education (IACBE), at Louisville, KY. April 2009.

Dhillon, H.S. and Anwar, S., “A Framework for the Assessment of On-line
Engineering Technology Courses- A Case Study”.
Accepted for publication in “Computers in Education” Journal. {2008)

Dhillon, H.S., Anwar, S., and Qazi, S., “Mitigation of Barriers to
Commercialization of Nanotechnology: Overview of Two Successful University-
Based Initiatives”.

Presented at the Annual Conference of American Society for Engineering
Education (ASEE) in Pittsburgh, PA. June 2008

Anwar, S. and Dhillon, H.S., "Development of an On-line Introduction to
Nanotechnology Course- Issues and Challenges”.












Dhillon, H.S., "Telemedicine and Rural Primary Health Care: An Analysis of the
Impact of Telecommunications Technology," Socio-Economic Policy Sciences -
An International Journal - 1976

Dhillon, H.S., "A Review of Models Relating NOx Emissions to Ambient Air
Concentration,” — Prepared for U.S. Environmental Protection Agency, 1977

Bennett, A.M., and Dhillon, H.S., "Application of Telecommunications Technology
to the Delivery of Primary Health Care for Isolated Rural Areas," — Prepared for
Department of Health, Education and Welfare, 1976

Bennett, AM., and Dhillon, H.8., "An Economic Analysis of Telemedicine
Systems for Isolated Rural Areas," Prepared for Department of Health, Education
and Welfare, 1976

Dhillon, H.S., "A Simulation Model for Estimating the Impact of Technology on
the Extension of Diagnosis/Treatment Protocols Used by Non-Physician Pro-
viders,” Proceedings of the Summer Computer Simulation Conference, 1976

Bennett, A.M., and Dhillon, H.S., "Accessibility and Cost Impacts of Telemedicine
Systems for Isolated Rural Areas,” - Prepared for Department of Health,
Education and Welfare, 1975

Bennett, A.M., and Dhillon, H.S., "Patient Trajectory Analysis: Testing A New
Performance Assessment for Telemedicine Systems," - Prepared for Department
of Health, Education and Welfare, 1975

Dhillon, H.S., "Regional Planning of Qutpatient Facilities," — presented at Health
Care Conference, University of Massachusetts, 1974

Dhillon, H.S., "A Computer Routine for Planning The Location of Service
Facilities," 1973. (Part of Ph.D. Dissertation)

Dhillon, H.S., "A Model for Planning the Location of Non-Emergency Health Care
Facilities," 1973. (Part of Ph.D. Dissertation)















EDUCATION:

RESUME

Graduate of Sardis High School
June 1966

Graduate of Gadsden State Junior College
May 1968, A.S. Degree in Business

Graduate of Jacksonville State University
December 1970, B.S. Degree in Physical Education
Minor in History

Graduate of Jacksonville State University
May 1975, M.S. Degree in Guidance and Counseling

Graduate of University of Alabama — Birmingham
August 1984, Ed.S. in School Counseling

Graduate of University of Alabama
December 1990, Ed.D in Educational Administration

SPECIAL CERTIFICATION

Received certification by the State of Alabama as a
Licensed Professional Counselor - 1984

Received certification by the State of Alabama as a
Licensed Professional Counselor Supervisor — 2007
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WORK EXPERIENCE:

January 2007-present: Served at various times in part-time
consulting and counseling activities with local Boards of
Education, Dayspring Center for Christian Counseling,
Resource Center for Technology, Veterans’ Administration,
and as an Independent Program Evaluator/Team Chair for the
Accrediting Council for Independent Colleges and Schools
(ACICS)

August 2000 — September 1, 2006: Superintendent — Etowah
County School System

Duties: Served as Chief Executive Officer of a public K-12
school System in Northeast Alabama. The System serves
approximately 10,000 students in twenty-one schools with
over 1,000 employees. Duties included, planning, organizing
and directing all functions of the system. Major
accomplishments include a $36 million capital building
program that inctuded constructing five (5) new high
schools, academic achicvement scores that ranked in the top
three (3) of all county school in Alabama and the
implementation of programs that help maintain safe, clean
and orderly schools that included School Resource Officers,
Nurses, Social Workers and an Altemative High School.

January 1996 — Mav 2000: Program Coordinator — Darden
Foundation, Gadsden, Alabama

Duties: Coordinated al! program activities for the
Foundation in a four (4) county area, involving
evaluation, work adjustment and job placement
of disabled consumers, supervised special
projects with the State of Georgia Division of
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Rehabilitative Services, Veteran Administration, Department
Human Resources, private business and industry, and served
as State of Alabama coordinator for NOCTI (National
Occupational Competency Testing Institute).

January 1994 — January 1996: Alabama State Department
of Education — State Specialist in Trade, Industrial and
Technology Education, Montgomery, Alabama

Duties: Plan, coordinate and direct the work of district
specialists, curriculum specialists, student organization
director, printer and office personnel. Assist in directing

and coordinating review teams. Recommend action concerning
state office and field office budgets, make recommendations

to State Director pertaining to Trade, Industrial, and Tech-
nology Education. Interpret to local Boards of Education and
other state laws relative to Trade, Industrial and Technology
Education.

April 199] — January 1994: Alabama State Department of
Education, Division of Rehabilitation Services. Vocational
Director, Darden Rehabilitation, Gadsden, Alabama

Duties: Coordinate client services, coordinate all activities
mmvolving evaluation and work adjustment counselors,
coordinate community services, conducted inservices, conduct
staff development and appraisals and develop new procedures
and activities.

August 1989 — April 1991: Alabama State Department of
Education, District Specialist in Trade, Industrial and
Technology Education, Northeast, Alabama

Duties: Provide technical assistance to Local Boards of
Education, on-site evaluation and monitoring of programs,
curriculum and instructional materials development, personnel
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and leadership development, District VICA Advisor and
monitoring and technical assistance of Special Needs Projects.

August 1988 — August 1989: Vocational Director - Etowah
County School System, Attalla, Alabama

Duties: Serve as principal of the Area Vocational School,
prepare the vocational budget, work with agribusiness, home
economics and business education units at six (6) high schools,
promote vocational education to the local business and industry
and regulate all vocational activities in the school system.

September 1985 — Augnst 1988: Vocational Counselor/
Assistant Principal — Etowah County Vocational School

Duties: Counseling with added administrative duties
wncluding supervision of Special Vocational Programs,
assisting with the day-to-day operations of the school and
teacher evaluations.

June 1982 — September 1985: Vocational Counselor,
Etowah County Vocational School

Duties: Organize and supervise a comprehensive guidance
and counseling assessment, and career information program
at the school. Additional duties: Recruitment of students to
the area vocational school.

September 1978 - Junc 1982: Trade and Industrial Education
Coordinator at Sardis High School, West End High School and
Etowah County Vocational School

Duties: Organize, supervise and coordinate a cooperative
education program in three (3) schools and served as VICA
Advisor for the local club.
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September 1974 — June 1978: Guidance Counselor at West
End High School, Walnut Grove, Alabama

Duties: Provide guidance and counseling for Grades 7-12.
Additional duties: Head Track Coach and S.G.A. Advisor.

Septemher 1971 —_hme 1974: Secondary Education Teacher
at Sardis High School, Boaz, Alabama

Duties: One year - Social Studies Teacher, two (2) years -
Physical Education Teacher. Additional duties: One year —
Head Basketball Coach, three (3) years — Head Track Coach
one year — Head Baseball Coach, three (3) years — Assistant
Varsity Football Coach.

cd

January — June 1971; Elementary teacher at Carlisle
Elementary School, Boaz, Alabama

Duties: Fourth and Fifth Grade Teacher — Reading, Math,
and Physical Education.
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1989-Present J.B. STROUT & €O. ~ CEO/President, South Barrington, IL

Founded in 1989, J.B. STROUT & CO. specializes in post-secondary accreditation, sales and management
training, private management consulting, leadership, customer service training, keynote speaking, corporate
teambuilding, and interim management with clients internationally and across the United States. Work with
the Accrediting Council for Independent Colleges and Schools, doing over 150 evaluation visits. Assist
executives in training new managers, administrative professional training, increase sales profirs, facilitate
business conferences, coach executive speaking skills, and assist enfrepreneurs in starting their own
businesses. Clients are Fortune 500 firms, universities, business and professional organizations, privately-
held companies, and civic groups. All work is satisfaction guaranteed. Partial list of clients: ACICS, Colleges
and Universities, Motorola, IBM, Chicago Tribune, American Airlines, Sabre, NBC Studios, American Marketing
Association, Kellogg School of Management, Insurance, Real Estate. Media, Medical, Resorts, Manufacturing, Fire
Departments, Park Districts, administrative professionals, travel industry, etc.

2011-2012 EDUCATION MANAGEMENT CORPORATION, Chicago, IL

Vice President of National & Programmatic Accreditation
Responsible for 106 campuses with National and Programmatic Accreditation across four brand institutions:
Art Institute, Argosy University, South University, and Brown Mackie College. My department in
Regulatory Affairs and Compliance works with 23 programmatic agencies and two National agencies:
ACICS/ASSCS. Remaining up-to-date on all policies and procedures and carrying information to each
institution is a critical part of this position. I'm involved with ACICS team visits and Chair of the ACICS
process. My team is a resource for each school on all accreditation requirements, waiver requests,
substantive changes, new programs, distance educations, and change of location requests,

2004-2006 INTERNATIONAL ACADEMY OF DESIGN AND TECHNOLOGY

CAMPUS PRESIDENT, Schaumburg, IL
As Campus President, this college grew from 23 students in 2004 to -300 in 2006 under my leadership in
the creative arts of Fashion Design, Interior Design, and Vis-Com/Animation/Web Design. Responsible for
admissions, academics, administration, career placement, compliance, controller, facilities management,
faculty relations, financial aid, IT, library, student services and housing, and corporate involvement. Hired
and trained all positions on campus. Our 2005 ACICS audit resulted in top 2% of all schools. We increased
refention from 62 to B5%. I was invalved in hiring/training faculty, expansion build-out plans for campus,
instituted Advisory Board and President’s Advisory Council with community outreach, worked with Mayor,
Senators, Village President, and Business Associations. I was selected to speak to HQ President's training
sessions regarding the President’s role in ethics, student involvement, and priorities of the position.

1992 - 1994 CHICAGO PERSONNEL, President, Chicago (4 locations) and Los Angeles
Recruited as President of $14M recruitment agency, responsible for all financial, operations, sales,
revenues, increased profits, Board presentations, marketing/management training, and overall leadership.
Increased profits +15% while reducing headcount 33%, established quotas, sales incentives, policy and
procedures, implemented new computer system, and opened two new of fices with new management. As
largest privately held agency in Chicago, offered guidance to industry exchange groups in US and Canada.



1990 - 1991 MARKET DAY CORPORATION, Vice President Sales, Elmhurst, IL

Developed marketing strategy to take company nationwide (20 states in 5 years). Managed 100 sales reps
working with schools to sell food products, earning profits for school funding. Travel was extensive,
introducing Market Day to new states in order to fulfill and exceed strategic growth plans.

1988 - 1989 ZANACLIFF ENTERPRISES, INC., Exec.VP, Partner ~ Chicago, Vegas, NYC
This privately held company creates, designs, and produces live entertainment and film for corporate
recognition events and conventions. Opened new offices, marketed across USA, established training
programs, produced, directed, and edited films. Remain on Zanacliff Enterprises Board of Directors.

1974 - 1987 IBM CORPORATION, IBM Branch Manager, Philadelphia, PA (1985-87)
Executive Branch Manager for $46 million branch operation. Increased install base 35% each year, with
“Branch Office of the Month” awarded twice for highest attainment of all IBM branches. Customer
satisfaction increased from 60% to 79%. Employee opinion survey resulted in 100% for key questions in
“management, trust, confidence, career guidance." Measured on attainment vs. quota/expense vs. revenue.

~ sald, installed, and maintained account coverage for 4,000 customers

~ managed 120 employees in administration, marketing, and systems engineering

~ 11 first and second-line managers to counsel, appraise, train, and supervise

IBM, A.A. to IBM Vice President, HQ, Atlanta, &A (1985)
Daily responsibilities included communication with the IBM President and branch managers. Created
speeches, correspondence, calendar integrity, all meetings conducted by the VP, Strategic planning,
estimated revenues, product direction, quotas, personnel issues, and “state-of-the-business” monitoring.

IBM, Industry/Senior Program Administrator, Atlanta, 6A (1983-85)
INDUSTRY MARKETING, IBM HQ, designed programs for industry segments in finance, construction,
retail, public sector. Created task forces, conducted executive staff meetings, Director correspondence,
received national recognition from IBM President for a national guide to industry offerings.
INFORMATION PROGRAMMING SERVICES, created sales contests, national announcements, and PC
deliverables with strategic software marketing. Received $1,000 award as Executive Producer of IBM's
first video on software sales. Interviewed 100 customers, wrote scripts, managed directors, cameramen,
and crew to produce a 13-minute video, selected fo be played at all IBM Kickoff Meeting nationally.

IBM, Marketing Manager, Chicago NW Branch, Rolling Meadows, IL (1981-82)
Ranked in Top 10% of IBM Marketing Managers, achieved two Hundred Percent Clubs and two Golden
Circles (top 2% of managers in the nation) for two consecutive years.

IBM, Region 10 Sales Operations, Rolling Meadows, IL (1979-81)
SALES OPERATIONS—Regional Manager's staff with responsibility of setting quota for all branches,
organized Regional Reviews and award selections, monitored quotas, performance and attainment analysis.
INDUSTRY MARKETING—support to finance marketing reps on banking calls. Presented automated teller
computer solutions to bank presidents and financial institution executives. Conducted 150 seminars per
year on finance, CPA, attorney client billing, construction, and energy management in a ten-state area.

IBM, Marketing Representative, Lincoln, NE (1974-79)
Hired into Data Processing Division with a geographic territory of 10,000 square miles. Led the branch of
33 salesmen for two consecutive years. Sold/installed first Travel Agency in US and first small bank in the
world. Facilities Control/Power Management systems were major part of sell-install base. Received "Rep of
the Month” awards, "Qutstanding Rep of the Year”, "Regional Manager Awards” numerous times.
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Harpal S. Dhillon

Summary:

Dr. Harpal Dhillon has more than 30 years of professional and administrative
experience at various levels going from Junior Engineer to the C.E.Q. and one of
two owners of a company with annual revenue in excess of 80 million dollars.
Dr. Dhillon represents an effective combination of deep-rooted technical
qualification/experience and well-developed management and entrepreneurial
skills. During his career with four different employers, Dr. Dhillon has managed
large projects involving such diverse technical areas as telemedicine, renewable
energy, management information systems, computer aided logistics, computer-
based firaining, large-scale telecommunication systems, electric systems,
database management systems design and implementation, and LAN/WAN
design, installation, operation and maintenance. He has been active for nearly
three decades as a researcher, teacher, and consultant in the domain of IT
applications in health care delivery/management, and higher education.

Along with his career as a corporate executive, Dr. Dhillon has kept involved in
teaching undergraduate and graduate courses at a number of universities. The
subjects taught by Dr. Dhillon include Health Information Technology, Database
Management far Infarmatinn Quetame  (On-ling Management Information
Systems, Information Resources Management,
Human wvumpuer wneracuon, wuamy Assurance, Systems Engineering,
Quantitative Decision Methods, Project Management, Operations Management,
Managerial Statistics, and Engineering Economics.

Currently, Dr. Dhillon provides consultation to administrators of universities in the
U.S. and overseas, and to health care providers, as the President of Intelligent
Education Solutions, Inc. (IES). This company provides consultation and
implementation services related to (i) utilization of Information Technology (IT) for
delivery and managemeni of instruction (primarily on-line education); (ii)
Assessment of Learning Qutcomes; (iii) Competency Based Education; (iv) New
Program Development; {v) Strategic Planning; and (vi) Facilitation of International
Alliances/Partnerships.

From 2009 to 2011, Dr. Dhillon was the Vice President for Academic Affairs and
Dean of Academics at AGSB University in La Tour-de-Peilz in Switzerland. He is
also a Visiting Professor at the National University of Viet Nam in Hanoi, Viet
Nam.

In July 2008, Dr. Dhillon completed a 2 year long tenure as the Dean of School of
Business and Technology at Excelsior College. He managed 25 full-time staff
members in the school, and was responsible for overseeing the on-line distance
learning activities and other academic endeavors of nearly 4,400 students in the
school. The instruction is provided by more than 120 adjunct faculty members
located at various places within and outside the United States. At Excelsior



College, Dr. Dhillon successfully managed the accreditation of the Technology
programs by ABET, and the accreditation of the Business academic programs by
IACBE.

From 2002 to 2006, Dr. Dhillon was a Professor and Chair in the Department of
Computer Science and Information Systems at the Southwestern Oklahoma
State University. For three years, 2003 to 2006, he was the Associate Dean for
the College of Graduate and Professional Studies.

Dr. Dhillon is an Adjunct Professor in the Department of Information Resources
Management at University of Maryland University College, and Adjunct Associate
Professor in the College of Business and Public Administration at the George
Washington University. He has taught graduate and undergraduate classes in
colleges of (i) Engineering, (i) Management and Business Administration, (iii)
Organizational Management, {iv) Arts and Sciences, and (v} Computer Science
and Technology. A major segment of Dr. Dhillon’s experience has involved
teaching non-traditional students, utilizing on-line learning and ‘hybrid’ modes of
instruction.

Since his retirement as a business owner, Dr. Dhillon has provided several
hundred hours of community service every year as a mentor of owners of small
businesses in the IT and engineering sectors, as an evaluator in five different
institutional and specialized program accreditation organizations, and as a
volunteer in several community welfare entities.

Education:

University of Massachusetts Ph.D., Operations Research and Systems
Engineering

Oklahoma State University ~ M.S. Industrial Engineering & Management

Punjab University, India B.S. (Honors), Mechanical Engineering (Minor:
Electrical Engineering)
Employment:
2011-Date President
Intelligent Education Solutions, Inc.
2009-2011 Vice President for Academic Affairs
Dean of Academics
AGSB University- Switzerland
2009-Date Adjunct Professor

Graduate School


















occasions, Dr. Dhillon was called upon to function as the Project Manager for
complex projects involving industrial infrastructure development and total quality
management implementation

Metrek, a Division of MITRE Corporation

Dr. Dhillon was the Group Leader of the Geothermal Energy Systems Group in
the Advanced Energy Systems Department. He led a group of researchers
engaged in conducting engineering, economic, and planning analyses for the
Division of Geothermal Energy in the Department of Energy. He was responsible
for the supervision of the technical staff members in the group. His major
activities included technical direction of the project, general project management,
and marketing for new projects.

Dr. Dhillon participated in one of the first major initiatives aimed at determining
the feasibility of utilizing telemedicine for serving the population of remote areas
in the U.S. and other parts of the world. This team evaluated the utility of narrow
band (telephone) and broadband (TV) iransmission networks for the transmission
of voice and data communications associated with the provision and
management of primary health care. This study, which was carried out in 1975-
1976, is the foundation on which several major telemedicine projects, involving
expenditures of billions of dollars annually, are built. Dr. Dhillon was the Co-Pl of
the first telemedicine project funded by the U.S. Federal Government. At MITRE,
Dr. Dhillon took part in a number of projects involving innovative applications of
communications technology and M.I.S., for clients in FAA, Department of Energy,
Department of Health, Education & Welfare, and EPA.

University of Massachusetts

Dr. Dhillon worked on the analysis of the data collected in a health care survey in
Franklin County, Massachusetts. Using this data, he developed a model for
estimating the demand for non-emergency health care at each ambulatory health
care facility within the county. Subsequently, he developed a model for planning
the location of non-emergency health care facilities for optimizing certain
predefined objectives. This model provides guidelines for minimizing the total
cost {incurred by consumers as well as providers) of delivering a given level of
health care to the population of a planning region. Dr. Dhillon developed, tested,
and documented computer routines for these two models. This work was done
as part of a health care project financed by the Department of HEW. The doctoral
dissertation was based on this research.



Community Service

Worked in Community Service projects as a member of Rotary Club.

Participated in numerous community service projects in Washington DC,
Maryland, Virginia, Oklahoma and New York.

Have worked as a volunteer for several professional organizations since 1975.

Volunteered as a member of evaluation teams for six different institutional
(regional and national) and specialized program accreditation organizations since
2006.

Provided free IT/IS related technical consultation to several charitable
organizations and educational institutions.

Worked as a volunteer for international organizations promoting education in
science, engineering and health care in various countries. Was the mentor of the
team of students from Mexico which won the 20089 Talent and Innovation
Competition of the Americas, conducted by Young Americas Business Trust.

Professional Certificates

Certified as On-line Instructor & Curriculum Developer- University of Marylana-
University College

Certified as Total Quality Management (TQM) Specialist-Northern Virginia
Community College (NVCC)

Certificate in Educational Leadership-Massachusetts Institute of Technology
Certificate in Promotion of Diversity in Staff and Studenis- Excelsior College
Trained as Learning Qutcomes Assessment Professional & Evaluator-
Accrediting Bureau for Engineering & Technology (ABET)

Certified as Team Chair, Distance Education Evaluator and Program Evaluator-
Accrediting Bureau for Health Education Schools ({ABHES)

Certified as Teamn Chair and Program Evaluator- International Alliance for
College Business Education (IACBE)

Certified as Evaluator for Regional Accreditation- Southern Association of
Schools & Colleges (SASC)

Academic/ Community Service Honors

Selected as ‘Evaluator of the Year' by the Accrediting Council for Independent
Colleges and Schools (ACICS) (2014).

Selected as the Winner of the Teaching Recognition Award for 2010 by
University of Maryland University College (UMUC). Only 6 to 8 instructors are




selected for this award every year out of a pool of nearly 3,500 instructors at
UMUC.

Selected for the Oklahoma Board of Regents Award for University-Industry
Partnership (2006).

Nominated for the Drazek Excellence in Teaching Award at University of
Maryland University College (2003 and 2005).

Honored as a Distinquished Alumnus of The University of Massachusetts in
recognition of professional accomplishments and coniribution to the
advancement of programs at the UMASS School of Engineering {1988).

Awarded the University Graduate Fellowship at the University of Massachusetis
for three years (1971-1973).

Awarded the President's Roll of Honor for Academic Excellence at the Oklahoma
State University (1969).

Awarded the Merit Scholarship of the Punjab University {I1960).

Elected member of the PHI KAPPA PHI Honor Society.

Membership of Advisory Councils

Member of the Advisory Council for the Energy Systems Training and Education
Center at Idaho State University.

Member of the Technical Advisory Board for the NASA Oklahoma State Grant
Consortium. {First invited member of this Board in its sixteen years long history).

Member of the Technical Advisory Board for the Telemedicine and Health Care
Administration R & D Center at INTEGRIS Health in Oklahoma City, OK.

Member of the Program Committee, Minorities in Engineering Division, American
Association for Engineering Education (ASEE).

Member, Strategic Planning Committee, International Assembly for Collegiate
Business Education (IACBE)

Member, Board of Advisors for the Chief Academic Officer of Northern Virginia
Community College (for 2 years)

Books Reviewed & Courses Developed

Reviewed papers submitted for publication by International Conference for
Engineering Education (ICEE)









Dhillon, H., and Forducey, P. “Evaluation of Information Technology for
Telemedicine Applications”.

Presented at the 11" Annual meeting of the American Telemedicine Association-
May 2006.

Dhillon, H., and Forducey, P. “Implementation and Evaluation of Information
Technology in Telemedicine”.

Presented at the 39" Hawaii International Conference for Systems Sciences
(HICSS-38). January 2006.

Dhillon, H., and Forducey, P. “Telemedicine Applications for Medical
Rehabilitation-Analysis of Project Outcomes”.

Presented at the 10" Annual meeting of the American Telemedicine Association-
April 2005.

Dhillon, H., and Forducey, P. “Exploring Telemedicine Video-Based
Communications Technological Hurdles”.

Presented at the 10" Annual Meeting of the American Telemedicine Association-
April 2005

Dhillon, H., and Hentea, M. “Getting a Cybersecurity Program Started on a Low
Budget”. Proceedings of the 43 Annual ACM Southeast Conference-March
2005

Feinstein, J. and Dhillon, H. “A Web-Centric Collaborative Decision Tool, and
Ontology Based on Subjective Sampling and Assessing Decision Times Among
Options”.

Presented at the Military Operations Research Society (MORS) Conference in
Virginia, June, 2003.

Selected as the best presentation in the Decision Sciences Group.

Dhillon, H.S., et.al. “A Planning Document for the National Center for Information
Technology” — U.S. General Services Administration, 1999

Dhillon, H.S. “A Plan for Transitioning from Hard Copy Forms to Computerized
Data Forms at the National Labor Relations Board” — Prepared for the National
Labor Relations Board, 1997

Dhillon, H.S., and Steier, M., “A Plan for the Utilization of Portable
Communication Units for the Law Enforcement, Emergency Response Systems,
and Administration of Remote Areas” — Prepared for the U.S. Department of
Defense, 1994

Ahluwalia, R.S. and Dhillon, H.S., “A Plan for Implementing Total Quality
Management” — Prepared for EER Systems Corporation, July 1993






Dhillon, H.S., "Telemedicine and Rural Primary Health Care: An Analysis of the
Impact of Telecommunications Technology," Socio-Economic Policy Sciences -
An international Journal - 1976

Dhillon, H.S., "A Review of Models Relating NO, Emissions to Ambient Air
Concentration,” — Prepared for U.S. Environmental Protection Agency, 1977

Bennett, A.M., and Dhillon, H.S., "Application of Telecommunications Technology
to the Delivery of Primary Health Care for Isolated Rural Areas,” — Prepared for
Department of Health, Education and Welfare, 1976

Bennett, AM., and Dhillon, H.S., "An Economic Analysis of Telemedicine
Systems for Isolated Rural Areas,” Prepared for Department of Health, Education
and Welfare, 1976

Dhillon, H.S., "A Simulation Model for Estimating the Impact of Technology on
the Extension of Diagnosis/Treatment Protocols Used by Non-Physician Pro-
viders,"” Proceedings of the Summer Computer Simulation Conference, 1976

Bennett, A.M., and Dhillon, H.S., "Accessibility and Cost Impacts of Telemedicine
Systems for Isolated Rural Areas,” - Prepared for Department of Health,
Education and Welfare, 1975

Bennett, A.M., and Dhillon, H.S., "Patient Trajectory Analysis: Testing A New
Performance Assessment for Telemedicine Systems,” - Prepared for Department
of Health, Education and Welfare, 1975

Dhillon, H.S., "Regional Planning of Outpatient Facilities," — presented at Health
Care Conference, University of Massachusetts, 1974

Dhillon, H.S., "A Computer Routine for Planning The Location of Service
Facilities," 1973. (Part of Ph.D. Dissertation)

Dhillon, H.S., "A Model for Planning the Location of Non-Emergency Health Care
Facilities," 1973. (Part of Ph.D. Dissertation)






SYNERGETIC EXPERIENCES

Director of Research and Development, Globe Education Network (GEN) institutions, and
Program Administrator, Graduate Studies, Globe University/Minnesota School of
Business/Broadview University (September 2003 — present)

In fall 2003, I researched the implementation of a Masters in Business Administration (MBA) graduate degree
program for the institution. In March 2004, I joined the corporate staff, created the MBA Program, which was its
first program to be offered exclusively online, and became the graduate program director. My position advanced
to full-time diploma, undergraduate, and graduate program research and development director for all of the
Globe Education Network institutions, including Globe University, Minnesota School of Business, Broadview
University, Institute of Production and Recording, Minnesota School of Cosmetology, and Benchmark Learning. I
collaborate with the discipline-specific program directors/faculty, industry experts, and corporate staff.
Responsibilities range from developing and renewing content/pedagogy to securing and updating accreditation
to educating and consulting with internal and external clients to developing and supporting online delivery
systems to researching and establishing local, regional, national, and international academic initiatives.
Designed and implemented a new format for a technical certificate program that produced 1M of new revenue
in nine months; developed online lecture series for masters’ courses; designed and implemented a faculty-team
approach that maximized effectiveness and decreased instructional costs by 33%; established the annual GEN
Building International Community through Education Conference in 2009.

Associate Director, Institute of Technology Center for Educational Programs, University
of Minnesota (1993 — 2004)

Until my retirement in September 2004, I was the director of the Center's pre K-20 program development in
mathematics and its related science and engineering applications. Under my direction, ITCEP grew from serving
500-550 clients annually in 1994, to offering multi-faceted programs that serve 1,500+ clients annually. My
collaboration with local and national policy groups led to the development of intervention/outreach programs
(pre-collegiate to graduate studies) supported by private and public initiatives. Led Delta-M (Distance Education:
Learning and Teaching Alternatives for Mathematics) State Colleges and Universities (MnSCU)/U of MN team,
and managed the Center’s 3M dollar annual budget. Responsibilities ranged from recruitment and development
of the Center’s 150+ staff to public relations to curricula/materials development to research and scholarship
contributions.

Co-Leader, Virtual Group Materials Development Team (1997 - 2003)

As an education specialist, I managed the faculty, software programmers, commercial editors, and quality
assurance staff on the development, design, production, and assessment of print-copy, €D ROM, and Web-
based instructor and student materials for commercial publication, which were the first interactive electronic
supplementary materials for a top selling calculus textbook.

Director, Globe College of Business (1991 - 1995)

Evening school manager, which included the recruiting, hiring, and training of instructors from licensed
technicians to masters-prepared faculty for the college’s Diploma and Associates of Applied Science Degree
programs. Responsibilities included curriculum/materials development, analyzing student and faculty data per
state/federal standards—financial-aid reports and academic criteria—and instructor certification through self-
studies and on-site audits. My strategies helped to increase enroliment from 40 students per quarter in 1991 to
120+ students per quarter by 1993,

Technical Instructor Training Program (1983 - 2000)

Created and implemented a state-certified instructor-training program for the MN Department of Commerce,
which granted licensing and continuing education units (CEUs) for technical college teachers. I designed the
training curricula; topics ranged from the philosophy of technical education to alternative pedagogy, plus
industry-specific topics, which included courses that met cosmetology instructor MN license and license renewal
requirements. Created print-copy and electronic courseware and trained co-instructors to teach the courses.

Corporate Officer, Metro Services, Inc. (1981 - 1997)
Chief Financial Officer of Metro Services, Inc., a closely-held MN corporation, which I co-founded and was a
principle administrator; Metro was a diverse company that provided construction services within the state.
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BEAUTY INDUSTRY LICENSES/ CERTIFICATION

Department of Commerce State of Minnesota Certified Technical Trainer (1983)
Training courses included the development and delivery of a MN State Laws and Rules course, methodology,

and advanced clinical training for cosmetology and barbering instructors; fulfilled state requirements for initial
licensure and CEU requirements for license renewal.

Minnesota Cosmetologist Instructor License (1966)
License included instruction of theary and application {clinical skills) for hair, skin and nail cosmetic care,

Minnesota Cosmetologist/Manager License (1965)
License included the practice of cosmetic services and the management of full-service cosmetology salons.

Minnesota Cosmetologist License (1964)
Practitioner license for hair, skin and nail cosmetic services.
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LaTova Bovd: Evaluaior Manager

Thank you for your email requesting updates. It was sent directly to my clutter folder.

As my resume states, | am still the Director of Culinary Arts at Dorsey Schools Culinary Academy. A
job description is attached as well as my resume,

| hope | can continue with ACICS. | value the process, the professionalism it requires, and the
standards that are upheld.

lohn T. Piazza, CEC

Culinary Arts Program Director — Corporate Office
Dorsey Culinary Academy

31799 John R Road

Madison Heights, MI. 48071
)
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Thank you for your prompt attention to this matter.
Regards,

LaToya Boyd

Accreditation Coordinator

Accrediting Council for Independent Colleges and Schools
750 First Street, NE | Suite 980 | Washington, DC 20002
www.acics.org  202.336.6777 -p
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Thank you lim. For clarification, are you just asking to be taken off the Distance Education list, or off
the Evaluator list as a whole?

LaToya Boyd

Accreditation Coordinator

Accrediting Council for Independent Colleges and Schools
750 First Street, NE | Suite 980 | Washington, DC 20002

www.acics.org | 202.336.6777 -p

| was reflecting upon your request and after serious thought, | don’t think | am good evaluator for
Distant Education any longer. | haven’t administered an DE program for a number of years and have
not kept current in advances in online methodology. Thanks for including me, but | think | will opt
out.

Jim Bishop
Campus Prégidant
Brown Mackie College - Fort Wayne
(260)481-5025

Compliance * Students * Service * Culture






Great. | need your resume to indicate the length of experience you have with online instruction. Can
you find somewhere to place this infarmation, perhaps just a single line indicating "6 years on online
instruction experience,” or something along those lines,

LaToya Boyd

Accreditation Coordinator

Accrediting Council for Independent Colleges and Schools
750 First Street, NE | Suite 980 | Washington, DC 20002

www. acics.org | 202.336.6777 -p

On Tue, May 17, 2016 at 4:59 AM, LaToya Boyd <LBovd(@acics.org=

Can you tell me how many years you have been teaching online courses?

LaToya Boyd

Accreditation Coordinator

Accrediting Council for Independent Colleges and Schools
750 First Street, NE | Suite 980 | Washington, DC 20002
www.acics.org | 202,3366777 - p
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Board of Ethics Training

I have received and participated in a training session for the Board of Ethics conducted on

_SC/-“-F?} cwher § ) LC 7_" In addition, 1 have received the material used for the training in

electronic format.

mma s (3. D 2 fz}: Ry s —
913/ 2017

(Date)

Rev: Aupust 2017
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Board of Ethics Training

[ have received and participated in a training session for the Board of Ethics conducted on
. In addition, I have received the material used for the training in

electronic format.

Hatthor Johastor

{Please print your [ull name)

L)

Rev: August 2017
Page 1 of 1
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ACICS Board of Director and Commissioner
'lascificatinn and Attectation Farms

A Board of Director / Commissioner can be classified as either member or public and as either an
administrator or academic. These classifications will be referred to when composing all decision making
panels and full-team onsite evaluation teams.

Classifications:

A member representative is detined as some who 18

a) an employee, member of the governing board, owner, or shareholder of, ar consultant to, an
institution accredited or preaccredited by ACICS or has applied for accreditation or
preaccreditation; or

b) a member of any trade association or membership organization related 1o, affiliated with, or
associated with ACICS; or

¢} aspouse, parent, child, or sibling of an individual identified in paragraph a) or b) of this
definition.

A publie representative is defined as someone who is not

a} employed by an institution or program that is either accredited by ACICS or has applied for
accreditation hy ACICS; or

b) associated as a member of the governing board, an owner, a shareholder, a consultant, or in some
other similar capacity with an institution or program that either is accredited by ACICS or has
applied for accreditation by ACICS; or

¢} amember of any related, associated, or affiliated trade association or membership organization;
or

d) a spouse, parent, child or sibling of an individual identified in paragraph a), b) or ¢) of this
definition.

An academie representative is defined as someone currently or recently directly engaged in a significant
manmner in postsecondary teaching and/or research.

An administrator representative is defined as someone currently or recently directly engaged in a
significant manner in posfsecondary program or mstitutional administration.

Council and Board of Directors Classification and Attestation forms
Created: Dec, 2011
Page 1 of 2



Attestations:

Based on my qualifications and the definitions provided, I can be classified as a (select one):

member representative or Dpublic representative

Based on my qualifications and the definitions provided, I can be classified as an (select one);

Dacademic representative or admin.istrator representative

I have read each of the definitions associated with classifying my role as a Board of Director and
Commissioner for the Accrediting Council for Independent Colleges and Schools and attest that my
qualifications support my selections.

Richard Bennett

{Pleasc print your fu.l name)

N\

| S1ENALLITE ) (Date)

Council and Board of Directors Classification and Attestation forms
Created: Dec, 2011
Page 2 of 2















Attestations:
Based on my qualifications and the definitions provided, 1 can be classified as a (select one):

I:lmember representative or public representative

Based on my qualifications and the definitions provided, I can be classified as an (select one):

I:Iacademic representative or I:ladministrator representative

1 have read each of the definitions associated with classifying my role as a Board of Director and
Commissioner for the Accrediting Council for Independent Colleges and Schools and attest that my
qualifications suppori my selections.

Martha Loveman

{Please print your fuil name?:

(31ENATWTE) (Date)

Council and Board of Directors Classification and Attestation forms
Created: Dec, 2011
Page2of2



e

Attestations:

Based on my qualifications and the definitions provided, I can be classified as a (select onc):

member representative

or v’ |public representative

Based on my qualifications and the definitions provided. I can he classified as an (scleet onc):

v Jacademic representative or

]administrator representative

[ have read cach of the definitions associated with classifying my role as a Board of Dircctor and

Commissioner for the Acerediting Council for Independent Colleges and Schools and attest that my
qualifications support my selections,

Judee Timm

{Please nrint vour full namel:

g / 25 /2_ 0t
(>1ggrature) {Date) !
/

Council and Board of Directors Classification and Atlestation forms

Creatcd: Deg, 2011
Papc 2 of 2
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Future Plans for the Institution

Woest Virginia Busincss College is committed to the long range plannig. overall success, and sustaincd growth of the
Wheeling Main Campus. The actual Business College has been in existence since 1881 and is the oldest pnvate-
propretary College in the State of West Virpinia. The College, therefore. is synonvmous with growth and development,
From inccption to prescent day, West Virginia Busincss College strives to provide the latest in technology and sound
business and medical acumen to all who enroli. To that end, the College has undertaken several plans for the sustained
futurc of the institution.

FACULTY — STUDENT DEVELOPMENT

West Virginia Business College is continually secking top talent to teach classes offered within our programs. The
Collcge is in a constant state of advertising and interviewing in order to meet this goal. In addition. the College is actively
sceking to increase student enrollment and train morc individuals for occupations which, we believe, will strengthen our
lacal cconomy and allow West Virginia Busincss College to play and integral part in that overall growth. The College is
theretfore commutted to the following:

. Requiring Adtmssions Representatives to visit high schoels in the arca and thus increase our visibility to high
school graduates. West Virginia Business College is committed to lowering the relative ape of our student bods. In order
to achicve that goal. we must address the high school market in our surrounding area much more aggressively.

2. For visibility and support of our Admissions Represcntatives we off a wide range of marketable “reminders™
that include WV BC bracelets. T-Shirts, Staff Polo Shirts, Book Bags. Lanvards. Decals. and similar productions in an
effort to increase our visibility in our surrounding communities and overall presence 1n area mgh school settings.

ASSOCIATIONS (Medical and Legal)

Waest Virginia College 1s currcntly seeking partnerships with local companies, law finns, and hospitals to better cducate
our student population. We are currently secking relationships with:

. Wilhams-Lea

. Dhio Valley Medical Center

. Wheeling Hospital

. Sevcral smaller. local legal firms as student the necd ariscs.

Salem International University [existing articulation agrcement |

LA e L) b —

PHYSICAL PLANT UPGRADES

West Virginia Business College has recently constructed a new medical lab complete with mock surgical suite and scrub
room. Completed to scale. this medical lab was competed in concert with local area hospitals permitting access to surgical
operating rooms when they were not in use. A College study was compieted and construction began and finished within a
calendar vear. Medical students are currently benefiting from this new medical lab. The College has alse completed the
renovation of our Auditorium into our working Lavw Library for students. staff, as well as our surrounding community.
Compete with intemet access, the Law Library is one of the largest and most comprehensive in our area,

Plant upgrades include providing live stream access to our web page which will allow for all to sce cxamples of our
educational processes. our special programs. in-service possibilities. increased visibility and a more cutting ¢dge feel to
our curricula,

{n addition we are in pursuit of ABA approval for our Paralegal program. Only one of a handful of programs in the State
of West Virginia, WVBC belicves our program to rank among the best in the region. Achieving ABA approval would
enhance that program cven more.
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Future Plans for the Institution

Finally. WV BC Whecling Campus is in pursuit of the building structurc which is adjacent to our Main campus. We
believe that the purchase, renovation, and ultimate use of this building will permit expansion in both student cnroliment
and in the development of our programs: current and developing.
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Self - StUdy Narrative Revised: May 1, 2013

All supporting dacumentation and exhibits referenced in this Self-Study Narrative must be maintained at the carnpus location for
review by the accreditation visit team - Do not submit your supporting documentotion with this application,

INSTITUTIONAL PROFILE

INSTITUTIONAL INFORMATION

Name: West Virginia Busincss College

Address: 1032 Main Strect - Wheceling, WV 26003
ACICS 1D Code: 00010484

Campus Classtfication: Mamn Additional Location []

If an additional location, piease provide the following information;
Main Campus Name:
Main Campus Address
Main Campus D Code:
History of accreditation with ACICS and sith other agencics:

West Virginia Business College has been aceredited under cutrent ownership since 1989, Institutionallv, West Virginia
Business College 1s a member of the ACICS Century Club and has been aceredited by ACICS sinee 1912,

Bricf history of the institution:

West Virginia Busincss was established in 1881 in Clarksburg, WV Its original namc was Elliot Commereial College
after ws first ovwner and President. The college’™s primary focus was Railroad Operation since it was the primary industry
at the time. [n 1911, the College changed its name to West Virginia Business College and also changed its focus of
study to support small, one owner businesscs. From 1881 to 1989, West Virginia Business College remainced in the
Clarksburg area continuing to adapt to the ever changing economic conditions focusing on the basic fundamentals of
business. Classes focused pnmanly on Small Business Management and Secretanal Sciences. In 1972, West Virginia
Busincss College was credentialed to offer Associates Degrees along with Diplomas. The ficlds of study grew to
include Medical Assisting, Computer Scignces and Paralegal Studics. In 1989, a branch campus was added in Wheeling,
WYV. The demand in Wheeling was so great and as the campus grew at a rapid rate, the Board of Directors decided to
dcem Wheeling as the main campus and Clarksburg as the branch. The Clarksburg campus moved to Nutter Fort WV . a
suburb of Clarksburg, to occupy the histonic Roosevelt Wilson High School. West Virgima Business College is the
oldest pnvate proprietary college in WV spanning over 130 years.

List of recent (past three years) complaints or adverse actions and current status:
Noie
List of contracts or agreements with other institutions or entitics; {consortiwm agreements, articulation agrecments, cie.)

West Virginia Business Collcge holds an articulation agreement with Salem Intemational Uneversity. Generallv, the
agicement provides for any West Virgimia Business College graduate holding an associate degrec status with a 2.30
CGPA: shall be accepted into Salem Intemational University with full credit transferrability. This will permat a student
1o begin a Bachelor's degree pursuit at a discounted rate.

List of intcrnational activitics:
West Virginia Business College holds no international activities.

Dcescription and scope of distance education activitics:  Hybnd [] Fuliy Online []
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West Virginia Business College offers traditional 100% ground campus cducational actvititcs

Participation in Federal Financial Aid Programs: Yes X No [ ]

INSTIUTIONAL CHANGES

Description of major changces since the last tnstitutional revicw n the following arcas:

Managcment: James Weir has been promoted to the position of General Manager in March of 2014
Change of Onwnership:  No ownership changes since our last institutional review,

Program offerings: No major chanpges since our last institutional review,

Curriculum: No major changes since our last institutional review

lstitutional delivery:  No changes since our iast institutional revicw.

Other changes: No changes sinec our last institutional review.

1.  MISSION, OBJECTIVES, AND INSTITUTIONAL EFFECTIVENESS

Every educalional institution should have a mission. which is its specilic purpose for existing. The mission of the instituiion must be
stated in the school's calalog and in other publications readily available 1o the public. The mission must be compleicly, clearly, and
simply staied in terens readily undersiandable by a prospective studeni, parents. the public, and oiher edncational institulions. The
mission should be devoted substantially to career-relaled education and should be reasonable for the program of instruction and
lacilitics ol Lhe institution. Each institntion should be capable of demonstrating its educational elfectiveness through asscssment and
documentalion of student oulcomes. This asscssment must include evidence that (he instilution's annual retention and placemcnt
mics are in keeping with its ission. The inslitntion's mission statement should be consisient with ¢ducational and ciployinen
oulcomnes ol its studends. T responding o the queslions below. plecase consult Sections 3-1-100¢ (hrough 3-1-113 of (w
Acereditation Criteria.

MISSION AND OBJECTIVES
1.1 How was the mission developed?

This mission of West Virginia Business College was developed from the strong belicf that a high school
education is not satisfactory in preparing cmplovecs to sucecssfully, and reliably, mect the current necds and
ongoing challenges of the business world. In closc consultation with the West Virginia Busincss College
Advisory Board, the Coliege came to realize that its main purpose was to train students with effective skills that
would attcst to a graduates skill sct and permit them to be a valuable and vanable assct within the workplace.
This causative effcet fed the Collepe to develop superb methods for a refined carollment procedurc and an
ongaing lifehme placement system.

1.2 State the institution’s mission and supporting objectives.

The mission statement 1s as follows: To enroll students, train students, and assist students in locating
employment,

1.2.1  Cite where it is found in the catalos,
The mussion is found on page 7 of the current West Virgima Business Collese catalogp.
1.2.2  Explain how the supporting objcctives arc devoted substantially to carcer-rclated education?

WVBC belicves there is a need for career training to prepare voung adults to successfully meet the
challenges of the business world. It is the purpose of the college to provide students sith the skills necessary
for a productive future and to develop in cach student an understanding of the responsibilities and obligations
involved in cthical. professional conduct. The encreics and resources of the college are wholly focused on
teaching emplovable skills and building seifconfidence in each student,
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1.2.3  Explain how the supporting obiectives are reasonable for the program(s) of instruction, modc of
deiivery, and facilities of the campus?

Through the combination of small classes with a lower student to teacher raito, and the use of
appropniate texbooks and teachers: with expenience in their ficld of study; through lecture and testing, West
Virginia Busincss College delivers what is nccessary in cach program to prepare the student for the workplace.

Explain how the faculty, financial resources. physical plant. adminisiration. management. and educational
activitics contribute to the implementation of the nstitution’s mission.

FACULTY:

ACICS Cntcnia provides an excelicnt basis when employing faculty and assigning classcs, This critenion 1s
united with the instructor’s college cducation and achicvement of degice(s), as revealed on required official
transcopts. Work experience shown and venfied on professional resumes. curriculum vitae. and as learned
through personal intcrvicws. Additional credenee is given to practical knowledge of a candidate’s particular
ficld of cxpertise.

The traintng and acadcmic componcnis of the Collcge mission arc arcas most affecicd by accepted Faculty.
Lectures and mentoring sessions. class trips and guest speakcrs. are oniy a small part of the Faculty merger into
the Collepe mission. Below is how the appropnately educated and trained faculty member coniributes to the
successful implementation of the College mission:

The Faculty presents a combination of lecture. prescntation of techniques, and one-on-onc student assistance
when aiding students in mastcring machine-orignted classes or concept classes. Teachers also enable students
to expenence real business settings by taking them on field trips or bnnging in guest speakers.

Faculty members are also required to maintain and demonstrate high standards of personal and professional
behavior. not only while in the College cmploy. but also in the community at large.

During weekly faculty mectings students' concems are discussed by the faculty and the Director. This allows
tcachcrs to give and reccive ideas and solutions. and share concerns. not only about students but curriculum as
well. This 1s documented as a retention tool for operational use by other faculty members as well as the Campus
Director.

FINANCIAL RESOURCES:

Fiancial resources have provided a new medical lab and mock surgical suite for all medical related programs
offercd by WVBC. Additional provisions include a sct of 15 Lenove All la One computers for the computer lab
along with the internet acecss purchased m: 2012, subsequeni development in our wircless intcrnet access for
remaining computers located in a second computer lab. an online library accessable on the wwsw wvbc edu web
sitc, and the acquisition of hundreds of legal reporters for reference purposes which constitute the largest
physical law librarv in Ohio County, West Virgtnia and open for public usc. Funther. internct access has been
wired to the office of the Carser Service Representative. Financial resources also provide salanies for teachers,
classroom cquipment and supplics for the medical lab and surgical suitc. This promoics the misston by
demenstrating the collepe’s educational efforts.

Additionally, financial resources go towards the salary of the Carcer Service Representative. This person is
afforded |2 hours per week dedicated exclusively to placement of graduates. helping ta fulfill the third part of
the institution’s mission.

Advertising coniributes greatly to the Ffirst and third parts of the misston staiement. Through financial resources
directed to various media such as television. radio, newspaper. and pamphicis. WVBC atiracts the attention of
potential studenis as well as potential emplovers.

PHYSICAL PLANT:
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The physical plant of West Virginia Business College is located on Main Street in Wheeling, West Virgimia.
This location also houses the College's corporate offices. The College is located within three blocks of Interstate
70, allowing for distinctive East | West access. In addition, WYBC is in close proximity te the North | South
access of State Route 2 in WYV and State Route 7 in OH. This unique location makes it acecssible to future
emplovers and graduates seeking cmployment in the focal business community, Finally. the campus is only 38
miles from downtown Pittsburgh. PA.

Ail emplovees. administrative staff and faculty, work together to ensure an hyvpenic and secure environment for
students to attend without concerns that will interfer with their cducational cindeavours. Processes are in place
that allow for notifications to be sent to the appropriate department when any possible situation may anse. Each
tcacher is required to walk through their classroom(s) prior to the start and end of each quarer. document any
possible issuc and subimit this documeniation to the Dircctor.

ADMINISTRATION:

The admenistration works closely with instructors focusing on student needs from the enrollment process
through their matriculation. In addition. the Administration - including Financial Aid. makc cvery cffort to
stmulate a real work expernience with regards to following proper procedures and behaving professionaly all all
times. Admimstration also monitors all procedures per ACICS swidelines to ensure swift and correct action is
taken regarding the student cxperience. The initial student proccess is a handheld style to reduec the cffect of
stress in refurning to school . This monitoring has proven effective and 1s a valuable nuance to the College
mission.

EDUCATION ACTIVITIES:

The educational achvities are all designed with a singular goal in mind, placement of ouy graduates into good
jobs within their ficlds of study. Teachers arc required to host one relative ficld trip or gucst speaker per class
per quartcr. This requirement. in addition to lectures. gives the students a change of pace dunng the course of
instruction. Recemt activities have included trips to the Annual Red Cross Blood Drive where WVBC students
plaved an integral pant in the success of the program, quarterly trips to local law offices and court proceedings,
thc Ohio County Library, local Accounting Firms and of course our two rcgional hospitals: Wheeling Hospital
and Ohio Valley Medical Center. Our program Department Heads for our four main areas of study - which
include Business, Paraiceal. Medical, and Information Technology — are to provide a department wide field tnp
once per quarter. This allows for instruciors to work in a ¢ollaborative and cross curricula manner. In addition.
each department head is responsible for one program improvement suggestion per quarter. This is done in an
cffort to maintain fop level performance of our programs in relation to placement of our graduates. The
suggestion is vetted through an approval process and. once approved, is added to the applicable curricula.

What arc the provisions for cnsuring that the mission is subjccted periodically to critical revicw by the
administration and faculty to detcrmine if the campus is fulfilling its educational mission and meeting the needs
of the community?

The Campus Effectivencss Plan {CEP) is the cibodiment of the collcge’s mission. Administration and CEP
cominittee members review this quarterly through scheduled development meetings. WVBC has a svsicm in
place which allows for program. departmental. and cwimicula advancement. This system is expressed through
collaborative mectings. Quiside of this process. faculty and administration arc always encouraged and may. at
any time. submit suggestions to the General Manager by following our published Organizational Structure
located throughout the buidlding. These suggestions are then reviewed and any effort to improve academic
outcomes is takcn into consideration,

How do degree programs emphasize both the achievement of vocational objectives and general education?

In constant consultation with cur WVBC Advisory Board. adminisiration. department heads. as well as facuity
and students; input is also sought from businesses within our arca which venfies and valhidates our existence.
mission and ultimately the success of our programs. The Campus Effectiveness Plan was developed following
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ACICS cntenia in collaboration with arca busincsses and community lcaders. WVBC is an occepational
associate’s institution: vocational objectives are stressed far more than general education. However. WVBC
does recognize the importance of applied general education courses in support of our vocational objectives.
Classcs such as Literaturc/Composition, Oral Communication, Basic Mathematics. Psychology, and
Interpersonal Communications augment and provide a solid more rounded educational experience,

Describe the administration’s plans for any changces in the institution’s mission and/or supporting objcctives.

At this time, West Virginia Business Collcge does not have stated plans to alter our corc mission and supporting
objectives,

INSTITUTIONAL EFFECTIVENESS

1.7

1.3

1.9

1.10

How was the campus effcctiveness plan (CEP) developed?

The Campus Effcciivencss Plan for West Virginia Business College was developed from specific ACICS
criteria and expressed through tracking. surveys, evaluations, and analysis completed with graduates.
employers. and current students. The institution ts continually improving its effectiveness based on the results
of the surveys, WVYBC always secks to allow the cstablishment of a more direct and open rclationship for
students swith administration. Mentoring sessions have alse been more formalized to ailow a specified time for
assigned Mentors to meet with mentees individually, We feel these activities will ultimately help retention as
wcil as the overall student experence al WVBC.

There arc also plans for the Admissions Representative to visit high schools in order to build a solid working
relationship with Guidance Counselors at surrounding High Schools which may have students interested in our
training and educational benefits. By enrolling high school seniors. WVBC hopes to establish a higher retention
ratc. because these vounger students are used to attending classcs, have an immediate goal in mind, and
generally have a support team n place. 1.e., parents, family, fniends. ete. which will allow them to focus on their
education and complete their program to a very high success rate.

1.7.1  Who is responsible for implemcenting and monitoring the plan?

The General Manager of West Virginia Business College is responsible lor implementation, scheduling
and monitonng ol the CEP. Each Campus Director has immediate operational responsibility and a duty
to mamtain and submit all faccts and components of their respective CEP's and report to the General
Manager as scheduled.

What are the annual retention and placement rates for the campus. if applicable. for the past three vears?
(Provide the numbers used to calculate the rates. and explain as necessary )

Year,2014 Rate: 70.0%
Year:2013 Rate 64.0%
Year;2012 Rate:58.2%
Explanation (if neccssary)

Ratcs are cxpressed with supportive documentation on both the annual CAR and CEP reports as submitied to
ACICS.

How do these annual retention and placeinent rates compare to prior rates. if applicable, and to rates at similar
institutions”

We have shown gradual improvement based on strategics and programs as outlined in the specfic campus CEP.
What arc the campus’ retention and placcment goals for the next reporting year?

Retennion: 75.0% Piaccment: 89.0%
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1.10.1 What factors were taken into considcration when developing thesc goals?

Using baselinc numbcers for cach catcgory and cstablishing rcachable goais while understanding our
emplovment trends in our geographic region as well as the intent of our current students once
graduated.

Explain how the activities undertaken to meet the retention and placement goals ¢nabled the campus to maintain
or improve retention and placement outcomes over successive vears?

West Virginia Business College places extreme emphasis on carecr services along with our ability to rctain
students. This combination has vielded rclativiey high rctention and placement rages. Wlile thesc activitics
have aliowed the institution to maintain acceptabie retention and placement rates. we are in a continous staie of
secking improvement in these specific areas.

What data are utilized to evaluate the following elements:
a. Level of graduate satisfaction
A survey methodology is used to determine level of student satisfaction.
b. Level of employer satisfaction
A survey methodology is used 1o determine the level of employer satisfaction.
c.  Student lcaming outcomces

The pre-post test methodology is used to detenmine the level of student leaming outcomes, Relative to
this mecthodology is a goal sct to 10% minimum improvement as outlined in the campus CEP

1.12.1 Explain how the data is collected and uscd to improve educational proccsscs for the following ciements:
a. Satisfachon of graduates

The dara is collected. analyzed. and used to determine 1f there is something that the campus
may want to altcr, change or add to a program or class that would cnhance the cducational
expenence and create a better prepared student for emplovment. In addition. we aim to prepare
students who arc uniguely satisfied with their education at West Virginia Business College.

b. Satisfaction of emplovers

This data sample 1s collected, analyzed, and used to determine if there is something that the
campus may want to alter. change or add to a program or class that would enhance the educational
cxpericnce and create a better prepared student for employment. ln addition, we aim to preparc
students whom the emplover will be uniquely satisfied with the educatton of at West Virginia
Business Collcge.

¢. Student lcaming outcomes

The data sample is collected, analyzed and utilized to determine if there is something that the
campus may want to alter, change or add to a program or class in content or delivery for example,
to improve the lecaming outcome and retention of what is nceded for a particular class or program

How is the campus cffectiveness plan evaluated?

At WVBC, campus effectivencss is monitored pnimanly through the Centinuous Improvement Commitiec, the
body tasked with helping to improve the overall quality of WVBC s educational programs. polieics, and
procedures by establishing an ongoing process of continuous evaluation, review. and improvement.

The commuittee is established by positional struchure and is as follows:
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General Manager (chair)

Campus Dircctors (onc per campus)

Adnussions Represcntatives {onc per campus)

Financial Aid Managers {onc per campus)

Career Services Representatives {one per campus)

Faculty department heads and/or representatives for the Legal.

Medical, Information Technology. and Business Departments {at least one per department. per campus)

The membership of the Continuous Improvement Committee is central o effcctive distnbution of evaluation
responsibilities throughout the institution and is aligned with administrative roles and authority as depicted in
WVBC’s organizational structure charts. Becawse Committee members are eapable of providing current updatcs
bascd on departmeni-level mectings that occur behween quarterly mectings, the Continuous Improvement
Commitiee 15 central to creating a continuous improvement loop in which representatives from each functional
arca of the institution are prcpared both to implement Campus Effcctivencss Plan (CEP) activitics and to
provide feedback on curtent performance vis-i-vis baseline rates. The Continuous hmprovement Committee
then makes recommendations for improvement to the General Manager based on its analvsis of current
outcomes. This process remains unchanged.

1.13.1 What is the schedule for cvaluation?

The 2013 Committee meeting schedule is currently based on WV BC's academic vear, with ong
incetingscheduled, generally, for the fourth Thursday of the last month of cach academic quarter.
(December meeting datcs. however. are adjusted to accommodate holhiday office closures.) However,
the College 15 in the process of realigning the CIC meeting schedule to correspond with ACICS CAR
report. Therefore.the CIC mecungs from 20135 and forward will reflect a quarterly meciing based on the
CAR calendar.

ORGANIZATION

Each institulion should have an organizalional siructure designed (o promole among atl stafl a spirii of undersianding. cooperation,
and responsibifity. Perforinance standards and monitoring controls nced o be cmployed {o insurc adequate administrative
Tunctioning. The annual budget expenditures should be adequaic o properly implement the stated educational objectives of the
institution, In responding to the questions below. please consult Seclions 3-1-200 thirongh 3-1-203 of the dccreditation Criterta.

2.1

22

Describe the sovemance. control. and corporate organizaiion of the insiitution and cite where it is stated in the
catalog.

West Virginia Business College 1s o private cocducation institution founded m 1881 undcer the laws of the staie
of West Virginia. The Board of Dircetors assumes control of the institution. This board consists of John A,
Tarr, IV — President, Thedosia Tarr — Vice President/Secretany/Treasurer. This information is found on page 3
of the institution’s catalog.

How does the administration ensure that faculty and staff clearty understand their duties and responsibilities. the
person to whom they report, and the standards by which the sueccss of their work is measurcd?

Faculty members are hired by the Campus Director. At the tune of their official hinng. teachers are given an
orentation by the Director. At this time. they will go over all docwments in their personnel filc, read and sign
their job descnption. read and sign the WVBC Employee Handbook, and review the (teacher instruction pages)
T-pages. Copics of all signed documcents arc given to emplovee. An Annual Faculty Development Plan is
compicted by cach teacher. All faculty members complete a new plan at the beginning of cach vear. At the end
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of cach quarter. the teacher and the Director review the plan to see if goals set have been met. [mprovement
plans or adjustments to goals are then discussed. Additionally, T-pages are reviewed penodically dunng faculty
meetings. This allows teachers to be informed of any new policies or procedures. A copy of the teacher’s T-
paecs are cmailed 1o teachers. Via mails. teachers receive memos. updatcs, calendars. and so forth. that nced
attention between meetings. Each teacher is formally evaluated by the Director once per quarter. This
evaluation is reviewed at the same meeting towards the end of the quarter as the development plan. All
documcnts arc placed in their personnel file.

2.2.1 How is this documcnicd?

The staff is hired by the Director and a job description and employvee handbook are discusscd.
cxplaicd, and signed at the time of hirc. Again, all signcd documents arc copied and given to
employee. .

How does the administzation monitor and evaluate activities of faculty and staff?

Weckly mectings arc held for both staff and faculty. At these mectings all goals, procedurcs, and issucs arc
discussed. The Director makes an unannounced visti to each teacher’s classroom at least once per quarter, An
official cvaluation is then completed, Once this evaluation is diseusscd with the tcacher. it is placed in his/her
file. Also during this onc-on-one meeting, the Annual Faculiy Devclopment Plan (form | 18) is revicwed to sce
if goals for the quarter are being met.

During the cighth week of each quarter, every student 1s asked to complete a Staff and Faculty Evaluation form.
They arc also wrged to makce comments. Thesce cvaluations, upon analvsis by the Dircetor and General
Manager. serve as an indicator of the level of satisfaction among the student body of the institution. Since thesc
evaluations are private. a synopsis 1s made by each campus Director and originals are discarded.

Additionally. an annual survey i1s compicted each October: which adds to the sthudent imformation availabie to
the faculty and staff. Al students are urged to take any crticisms, negative or positive, to the administration at
any time.

Describe how the administration provides for the professional integrity of the staff and the academic frcedom of
the faculty.

The admtmistraiion provides a “Standards of Conduct™ scction within the cmployec handbook. which adviscs all
employees on matters concemning standards of integrity, ethics, and behavior. both in and cut of the workplace.
It makes clear that there are oaly to be profcssional relationships with students, and any personal relationships
are shunncd. Employces are expected to. at all times, exhibit both civic and imoral behavior.

How is the policy for ensunng academic freedom commumcated o faculty?

Faculty members arc cncouraged to instruct their classes according to their own personal styles, strenpths. and
personalitics within the broad guidelincs of the course svllabus. Additionally. tcachers arc at all times
cncouraged to submit suggestions for new texts, classes, and so forth. Finally, teachers are given wide latitude
when imtiating ficld trips and gucst speakers. This 1s 2ll completed with little or no interference by the
administration, All of these items allow for great academic freedom,

Describe the gricvance policies and proecdurcs for students, employvees, and other interested partics. How are
students, faculty, and administrative staff made aware of these policies?

A three (3) step grievance procedure is provided by WVBC.

Step | ~ Any student with a gricvance or complaint may rcquest an individual conference with the instructor or
mentor,

Step 2 - If a satisfactory resolution to the problem is not reached. the aggneved party is cncouraged to seek
guidance from the Campus Director,

750 First Street, NE, Suite oo eashington, DU 2o0002-4223 @t - 202.336.6780 @f— 202 Ba2 2593 Saeaw.acics.orn

ACCREDITIMNG COL - FOR INDEPEMDENT COLLEGES AND 5CHOOLS



2.7

ACICS Application for Accreditation - Self-Study Narrative
Page 9 of 48
Revised: Mo 1, 2043

Step 3 -~ If the previous steps have not been resolved within a 48 hour period from the onsct of the incident, the
ageneved party must submit 1n wnting all the facts of the grievance to the Director. Within 24 hours of receipt
of the wnitten complamt, the Director will schedule a Grievance Committes heaning. The time of the meeting s
communicated in writing to ali partics. The committce consists of the Director and two (2) staff or faculty
members not mvolved in the incident.

All persons arc to be present at the hearing. All involved are given the opportunity to discuss the grievance.
Onge all parties are fimshed, they are excused. Then, the committee, taking all into account, makes the final
decision. This deeision is communicated to all partics within 48 hours, If the decision ts unaceeptable by any
party. they may file a complaint with ACICS at the address/phone number provided in the institution’s catalog,
All faculty, staff. and students are provided with this information through the school’s catalog. These policies
can be found on pages 22 and 23 of the catalog.

Desenbe any plans for the improvement of the organization.

FACULTY - STUDENT DEVELOPMENT

West Virgima Business College is continually seeking top talemt to teach classes offered within our programs.
The College is in a constant state of advertising and intcrvicwing in order to mect this goal. In addition, the
Coilcge is actively sceking to increase student enrollment and train more individuals for occupations which. we
believe, will strengthen our local economy and allow West Virginia Business College to play an integral pant in
that overall growth. The College is therefore committed to the following:

1. Requiring Admissions Representatives to visit high schools in the arca and thus increase our visibility to high
school graduatcs. West Virginia Business College is committed to lowering the relative age of our student body.
In order to achieve that goal. we must address the high school market in our surrounding area much more
aggressively,

2. For visibility and support of our Admissions Representatives we offer a wide range of marketabie
“remindeis” that include WV BC bracelets, T-Shirts, Staff Polo Shirts. Book Bags. Lanvards, Decals, and
similar productions in an effort to increasz our visibility in our surrounding communities and overall presence
in area high school settings.

ASSOCIATIONS (Medical and Legal)

West Virginia Business College is currently seeking partnerships with local companies. law finns. and hospitals
to better cducatc our student population. We are currently have or arc sccking relationships with:

1. Williams-Lea |Ms. Johnson 1s a member of our WVBC Advisory Board|
2. Ohio Valley Medical Center

3. Wheeling Hospital

4. Scveral smalicr. tocal lcgal firms as student necd anscs.

5. Salem Intemational University [existing articulation agrecment]
PHYSICAL PLANT UPGRADES

West Virginia Business College has recently constructed a new medical lab complete with mock surgical suitc
and scrub room. Completed to scale. this medical lab was competed in concert with local arca hospitals
permitting access to surgical operating rooms when they were not in use. A College study was completed and
construction began and finished within a calendar vear, Mcdical students arc currently benefiting from this new
medical lab. The College has also complcted the renovation of our Auditorium into our working Law Library
for students. staff, as well as our surrounding community. Complete with intemet access. the Law Library is one
of the largest and most comprehensive in our arca.
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Plant upgrades include providing live stream acccss to our web page which will allow for all to sec examples of
our cducational processes. our special programs. in-scrvice possibilities, increased visibility and a more cutting
edge feel to our curncula.

In addition we are in pursuit of ABA approval for our Paralegal program. Only one of a handful of programs in
the Statc of West Virginia, WVBC belicves our program to rank among the best in the region. Achicving ABA
approval would cnhance that program cven more.

Finally, WV BC Whecling Campus is in pursuit of the building structure which is adjacent to our Main campus.
We believe that the purchase. renovation. and ultimate use of this building will permit expansion in both student
cnrollment and in the development of our programs. current and devcloping.
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ADMINISTRATION

Each institution must coordinate is administraitve Funclions (o best serve its educational mission. All stafl should be well mraincd to
carmy out administrative functions. Detailed record keeping enhances the management of the institution. In responding to the
questions below, please consult Scetions 3-1-300 through 3-1-303 of the . lecreditation Criteria.

3.1

3.2

Who is the on-site adiministrator and what are that person's qualifications for this position”?

15 the Campus Director/On-Site Administrator. _is originally from
Michigan, but has been a Wheeling resident for the last 24 vears, She attended both Michigan State
University and West Virgimia Umversity, earning an RBA with emphasts in Psychology and a minor
in Communications. In her time here she helped establish the W heeling National Heritage Area
Corporation and served as the first Director of Conservation. In this position she worked in ecological
conservation as well as historic restoration and grant writing. || JJJ I 2s a!so very active in local
improvement activities at that time and hetmed the Wheeling Island Community Association for 7
years, As her 5 children grew older, Ann decided to move into the field of infertility and assisted
reproduction, and worked for a Los Angeles fertility agency. In 200G she was able to establish a
branch office and was promoted to Director of Operations. When she left the agency in 2009, she had
created over 20 jobs in this area.

At that time ||Jij began working with the West Virginia Department of Heaith and Human
Resources 1n their foster care program and welcomed children into her home as a foster parent for 3
years. She became a trainer through West Virginia University and worked to teach new foster parents
and department workers about the foster care system. -also worked with staff at Fairmont State
University to teach themn how to better use the Blackboard technology system in their classes. In 2015
!:Jecame the Director of the Wheeling campus of West Virginia Business College, where she helps
students take steps to complete their education and create a more promising future for themselves,

How does the administration provide for continucus evaluation of the following functions:
a.  Pragrams of study

Periodically, the Director and Advisory Board meet to discuss imput on curriculum updates, job
market changes, and general community information. This provides the college with
information to keep W VBC up-to-daie and competitive. The Campus Director will also
periodically contact Advisory Board members individually for specific program additions and
deletions relative to community needs. Advisory Board members are chosen, in large parnt, for
their business intelligence and expertise in the field.

Teachers are also encouraged to submit suggestions for changes in classes, programs, texts,
and so forth. These are submitted to the Director. Upon approval, they are submitted to the
corporate office for final approval or denial.

The Career Services Representative informs the Director if potential employers request
specific needs that WVBC does not provide in its current course of study. Graduate and
employer satisfaction surveys are reviewed by the Career Services Representative as well and
suggestions are submitted to the Director.

b. Student activity programs

The college does not require nor evaluate student activities due to the diverse lifestyles of the
niajority of our students. There does exist, when interest is high, a Student Council, which s
totally student-run and student-funded. Approximately once a quarter, there is a student
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party/get-together. This often coincides with a holiday, the end of the quarter or perhaps
graduation. Quarterly, a przza party is offered by the College to students who participate in the
school’s Bulletin Board contest. Students wall post a bulletin board relative to their ¢lass and
the winner is chosen by the DR to receive the Party. Also at Halloween, WVBC awards a gift
certificates to both a day and night student who have the most interesting costume.

Guidance services

All faculty, staff and administration are involved in the guidance of the students. The
Admission Representative imtially guides the student in the proper direction as far as attending
the college and which program is right for him/her. The Financial Aid Administrator guide the
student throughout his/her career at the college in all the financial aspects such as FASFA’s,
Pell grants, student loans, and so forth. The Administration Assistant will assist in advising
students on related academic procedures and when necessary, schedule the student to meet
with the Director. The Director aids in the guidance of the student in his/her scheduling,
grading, attending, as well as any problems or issues that arise. The Director also assists the
student in contacting various agencies as the student’s needs arise. The Director additionaly
acts as a liaison between the teachers and the students; so if any issues come up involving
conflict, guidance is provided. Mentors and teachers bring their personal and professional
experiences to the students and in that way they guide the student into the real world of
business and the workplace.

Financial aid services

The Financial Aid Administrator monitors and evaluates the activities of the financial aid
department. Internal audits are completed quarterly. Required audits are done annually by the
Department of Education via an independent auditor. Program reviews by the Department of
Education are also conducted. The Financial Aid Administrator reviews students’ financial aid
needs and advises them accordingly,

Instructional proceduies

Quarterly formal evaluations are completed by the Director through unannounced visits to the
classrooms. Students, quarterly, evaluate teachers by way of the Staff and Faculty Evaluation
completed during the eighth week of the quarter. Management analyzes these evaluations to
see if any changes in instruction or curnculum are necessary.

Instructional resources

The following instructional resource services are avatiable:

1 Request for classroom matertals quarterly — constdered by administration

2 Repair requests as needed — repairs or replacements are made as needed

3. Suggestion forms requesting new texts and resources considered by the administration
4 Requests for updated texts — Director works closely with book representative

Also available are the following resources that may be used by any teacher and instructor-
supervised student:

1 Personal Computers

2. Smart Board Technology
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3. Wireless Intemet Access

4, Overhead Projector

What cvidencce is on file to verify degrees of profcssional staff whosc degrees are histed in the catalog?

Official transcripts and copies of degrees, professional certifications, and diplomas of each teacher are
kept by WVBC in his/her personnel file

What records arc kept relative to the following arcas:

ad.

Financial aid activities

All Federal and State required materials are kept in individual student files. Permanent record
card notebooks and tuition and fee cards are kept in separate notebooks. West Virginia
Business College at Wheeling has recently started the process of electronic recording and
housing of all student records with an outside agency. The following are some examples of
required materials:

1. Tuition Account Card

2. The Institutional Student Information Record

3. Verification matenal if the student is to be verified
4, Proof of dependency if needed

5. Other records involving student status

Admissions

The tollowing records are kept:

1. Copy of enrollment application accepted by the Director
2. Entrance Evaluation — graded
3. Representative Assessment — Form |

Curriculum

The following records are kept:

1. Lesson Plans are tumed in each Monday

2. Syllabi are posted in each classroom and updated quarterly or as needed
3. Permanent Record Cards (grades, GPA, and CGPA are posted quarteriy)
4. Registration Cards (mid-term and end-of-the quarter grades)

5. Official Transcripts

6. Classroom Policy Lener

Guidance

The following records are kept:
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1. Grade sheets
2. Advising forms (Form 77)
3. (raduate forms are kept with the Career Services Representative for future placement

Library or wstructional resourccs

West Virgima Business College utilizes a comprehensive online library with unrestnicted
access to students and friends of the College. The Gale Academic One online library with
supplemental portals for both Business and Medical (with additional resources for Health and
Well Being) are housed on the WVBC website at www.wvbc.edu. Students are given the
simple log in information at registration and tnformation is also posted throughout the campus
on bulletin boards giving ease of access. Legal students, while served on the Gale Academic
One online library, also enjoy one of the largest depository of Legal Reporters in the Tri-State
area. Over 2000 relevant reporters were donated by a local law library to WVBC and has been
inventoried and shelved in our exclusive Law Library. Open to the public during off hours,
legal students can utilize the Law Library to enhance their research skills.

Instructional supplics and cquipment

A supplies inventory list is maintained by the Director and housed within our filing system at
the College. Once per quarter, this list is reviewed and added to as needed. Input for this form
comes from the teachers, and staff, dependent on need. These forms are then sent to the
corporate office where it 1s decided what supplies to purchase.

School plant

The Wheeling Campus 1s housed at 1052 Main Street in Wheeling, West Virginia. The
building is leased. Because of this, it does not keep records other than Floor Plans, copies of
rent checks, and files for such things as building inspections and fire extinguisher checks.

Faculty and staff

The following personnel files are kept in the Director’s office:

. Annual Faculty Development Plan

. Interoffice Payrol! Memo

. College Transcripts

. W-2/T-104

. -9 Citizenship

. Resume/Application for Employment
. ACICS Data Sheet

. Employee Handbook

v Instructor Evaluations

. Copies of degrees — Instructors only
. Training, Credits, and Certifications earned while employed

Student activities
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All student files are created based on a student file checklist —- WVBC Form 79, organized, and
are kept in a locked, fireproof cabinet.

All seated student account cards are kept in the fireproof cabinet in a three (3) ring notebook in
addition to the electronic version. Any separated student owing the College money is also kept
within the same notebook. All graduate and dropout files are kept at the Wheeling Campus and
filed in a locked, fireproof room.

All graduate and dropout files are electronically scanned. A paper file is also maintained in a
locked fireproof file cabinet. Electromic files are housed in a separate, secure, external
computer drive. Files are kept indefinitely. Files consist of:

. Diploma | Degree (if applicable)

. Permanent Record Cards

. Application for Enrollment

. Twtion and Fee Account Cards [:f balance 15 due.]

. Refund Computation Forms

. Buckiey Amendment/H.8 Grad/GED/Cash Paying/cataiog

Student personnel

All currently seated student files are housed in the fireproof cabinet on site and kept locked
overnmght. All graduate and dropout files are kept in a locked, fireproof room at the main
campus in Wheeling. Electronic backup of records for active students is a two-fold process.
The College utilizes FAME (Financial Aid Management for Education) as well as
AmpEducator, Inc. (a web based depository located in Toronto, Canada).

Campus Accountabilitv Reports

A copy of the report, itself, as well as the grid listing each student in the report, program they
are in, and all information relevant to the report grid, 1s kept in the fireproof cabinet. A copy of
the report is also housed at the main Wheeling campus and can be referenced easily online
through the secure log in located at www.acics.org

Describe how student files are maintained and organized. If students records are maintained
electronically, descnbe the system.

Reference 3.4 ()). regarding student file maintenience.

[f applicable, what speeific testing records and academic and carcer advising records are maintaincd by the
campus for students admitted under an ability-to-benefit determination? Inscrt the analvsis of the campus study
evidencing the relationship between admissions test cut-off scores and successful academic or employment
outcomes.

Ability-to-benefit students are not admitted to WVBC.

What proccdures are used to obtain cvidence of high school and/or college graduation or equivaleney
centificates with scores?
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West Virgima Business College Form 35 is signed by all enrolling students, along with initial
Application for Enrollment. This form states that the student has either graduated from a high school
or completed a GED. In addition, the College follows ACICS Criteria as well as all Title IV guidelines
in procurement of GED documentation.

3.6.1  Descnbe the procedures in place to venfy that the credential ecamed is from a recognized/legitimate
institution and not from a “diploma miil.”

High School graduate and GED documentation are verified through the applicable State Board
of Education.

What grading system docs the campus cmploy to indicatc student progress?

The traditional grading system of letter grades of A, B, C, D, or F is employed. The institution is on
the quarter credit hour system. Graduate transcripts are kept at the main campus in Wheeling.
Permanent Record Cards are maintained by the Director, showing the quarters and the grades received.
Transcripts are completed from these Permanent Record Cards for graduates and dropouts, and all
transcnpts explain the grading system. All expressions listed above are provided in the WVBC
Catalog.

3.7.1.  Whats the unit of credit (semester. quarter. or tnmester) used or clock hour?
Quarter ciedit hour is utilized
3.7.2. How does the campus cnsurc that a transenpi 18 maintained for cach student?

Graduate and dropout transcripts are kept at the main campus in Wheeling. Permanent Record
Cards are maintained by the Director, showing the quarters and the grades received.
Transcripts are completed from these Permanent Record Cards for graduates and dropouts.

3.7.3. How is the grading svstem explained on the student's transcopt? Is it consistent with the campus
catalog?

The grade system for West Virginia Business College appears on each transcript produced for
a student. It 1s consistent with the WVBC campus catalog and is reflected as such;

Grading Scale Grading Quality Potnt Value
A - 100-90 Excellent 4.00
B - 8980 Good 3.00
c - 7970 Fair 2.00
D - 69-60 Poor 1.00
F - 59-0 Failure (.00
W - - Withdrew 0.00

How are records and repons (e.2.. student, staff, financial) housed so that they are safe from theft, fire. or other
possible loss?

All currently seated students’ records are housed in the fireproof cabinet in the financial aid office that
is kept locked. All graduate and dropout files are kept in a locked, fireproof room at the main campus
in Wheeling.
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3.8.1 Ifthe campus utilizes computerized record keeping, what are the back-up procedures?
N/A
How long are student records maintained by the campus?

Student transcripts are kept indefinitely. All federal and legal requirements are observed in record
keeping.

Describe any plans for improvement i the adiminisiration.

The Wheeling Campus 15 in the launch phase of electronic record administration utilizing
AmpEducator, Inc. (a Toronto, Canada based company). Once the Wheeling Main Campus is up and
runming successfully, we will integrate the Nutter Fort Branch Campus.
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4.  RELATIONS WITH STUDENTS

An institution’s mcthods of attracting and retaining students often arc subject to scrutiny and arc of considerable
concem to the public, to other educational institutions, and to the Couneil. An institution’s recruitment cfforts should be
devoted to locating and informing students. in a professional and dignified manner, who the institution can best serve.
Recruiting practices contribute to an institution”s image. Each stitution also should strive {o ensure that its financial
rclations with students reflect the highest cthical standards and are in confonmance with all state and federal laws and
regulations. Each institution is required to develop a program of student personnel services that is consistent with its
statecd mission. Such scrvices should support the cducational program and reflect the institution’s coneem for the
welfare of the student, In responding to the questions below. pleasc consult Scetions 3-1-400 through 3-1-442 of the
Accreditation Criteria,

ADMISSIONS AND RECRUITMENT
4.1 What is thc admissions policy?

WVBC requircs the following for an applicant to be admitted:

1, To be intervicwed by an Admissions Representative

2. To have eamed a diploma for a high school or to have a GED
3. To complete the entrance evaluation

4. To be accepted by the campus Dircetor

To enter a degree program. an applicant must score 20 or higher on the entrance
gvaluation. This is the only difference between admission to the diploma and the
degree programs. This policy is in adherence to the school’s mission of
admittancc only of students that the institution decems trainable and able to place
in a career. Other factors of admission are attitude and behavior, which may be
dctcrmined through statcmenis made or conversations with the Dircector. The
policy also ts that if an applicant who scored less than 20 can complcic the
diploma program successfully he/she can at that e re-cnroll into a degree
program. This affords the student the opportunity in the future and a goal to
work toward.

4.1.1  Does the policy differ based on the credential awarded or program of study?
No
4.1.2  Explam how the admissions policy adheres to the institution’s mission,

Our policy applies to our institufional mission as students arc deemed (rainable and placeabie after
successful completion of our given programs.

42 If applicabic, what is the admissions policy rcgarding cnrollment of ability-to-bencfit students?
West Virginsa Business College docs not admit ability to benefit students.
43 What records are maintained by the campus to reflect the basis for the admission of each student?

The foilowing records are maintained by WVYBC for this purpose:

1. Original application for cnrol!ment
2 Original cvaluation
3. Record of acceptance by the Dircctor (on application for cnrollment)
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4. West Virginia Business College Form 5
Desceribe the student recruitment program.

The institution uscs individual Adnussion Representatives (AR) who call prospective
students and respond to those who have called the college. The college advertises on
television and penodically radio to create interest. When permitted, the AR visits high
schools and meets with the guidance counselors and provides information. A letter is
scnt once a vear to principals advising them of the WVBC Scholarship. hformation is
taken by administration from potential students who call in. The AR then returns that call
and scts up an appointment to be held in the person’s home or at the school.

Describe how admissions representatives are trained. compensated. and monitored.

The Director trains the Admissions Representatives with regards to presentation. applicable laws. and
reguiations conceming legal and accreditation critena. As all staff and faculiy, the AR is given a wntten job
description. This states that any misreprescntation is grounds for dismissal. Pnor to an AR enrolling a student,
they must demonstrate that they know and are comfortable with WVBC official standard presentation and are
able to convey it correctly. They must practice this with management trainers. Admissions Represcntatives arc
monitored by the Dircctor. Appointments made bv ARs are written on a div cimsc board in the Financial Aid
Office as well as the Director’s Office. In addition, the College employs a Google Calendanng System which
allows all administrative personnel o know the AR status at anv given time. Each moming the Admissions
Representative meets with the Director to discuss procedures and activities regarding the previous day
Admission Representatives reccive an annual salary paid semi-monthly,

Describe the policies and procedures regarding incoming transfer of credit.
The colicge will accept credits camed from other accredited institutions if the following crtena are met:
1. The gradc camed must be an “A."(with school catalog and similar course description.)

2. Quartcr-cquivalent hours must have been camed and the course must be
applicabie to their program,

3. No more than one half ¢ 1/2) the required courses may be transferred. A more
detailed descnption is seen on pages 11-12 of the catalog

WVBC currenily holds an articulation agreement with Salem Intemnational University. The publication of this
agreement 13 through the use of posters and arc located on the Campus Director Announcement Board as well
as throughout the campus. In addition, the usc of media outlets and portals of the announecinent was utilized.
Notificatton 1s given to students at the time of acceptance by the Campus Director. In order to qualify for
transferability. a student must earn at feast a 2.5 cgpa and have completed a minimum of 15 semester credit
hours as convericd.

4.6.1  Where are these policics and procedurcs published?

West Virgima Business College Catalog - Page 12-13

4.6.2  Describe any articulation agreements with other institutions.
WV BC currcntly holds an articulation agrecment with Salem Inte mational University.

4.63 Describe where the campus publishes a list of institutions with which it has established the agrecments.
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The pubiication of this agreement is through the use of posters and are located on the Campus Director

Announcement Board as well as throughout the campus. In addition. the use of media outlets and portals of the
announcement were utitized.

4.60.4  Descnbe the process for notification to students of the articulation agreements and the transferability of
credits in the programs that arc offered.

Natification is given to students at the time of acceptance by the Campus Director in order to qualify

for transferability, a student must carn at least a 2.3 cgpa and have complcicd a mimmum of 15 scmester credit hours as
converted.

STANDARDS OF SATISFACTORY ACADEMIC PROGRESS

4.7

4.8

Who administers the standards of satisfactory academic progress (SAP) for the campus and what are this
mmdividual’s qualifications to administcr SAP?

The Campus Dircetor is responsible for following the satisfactory academic progress of students. This is based
on federal guidclines. This is examined by the Dircctor at the cnd of cach quarter when GPAs and CGPAs are
calculated, The Campus Direcior notifies the Financiai Aid Administrator when a studeni does not meet SAP
standards. All protocols for SAP standards are located in the WVBC Catalog beginning on page 15 of the
catalog. Training for this moitoring has come through ACICS workshop and webinar training as well as specific
Financial Atd Admimistrator tramning through vanous state and federal outlets.

How does the campus determine if a student is making satisfactory progress according to the policy?

Satisfactory Academic Progress (SAP) policy is outlined beginning on page 13 of the WVBC Catalog: and
reads as follows

The College has established satisfactory academic progress {SAP) standards that all students must achieve and
maintain to be considered to be making mcasurable progress toward completion of his or her program of study'.
These standards dcfine the quantitative -pacce or percentage of complction .qualitative nicasure - minimum
cumulative grade point average (CGPA), maximum time frame (MTF) for completion of a program of study
and other academic requirements. In order to reecive and continue to be cligible for federal. state and
institutional financial aid funds. a student must maintain satisfactory academic progress, West Virginia Busincss
College cvaluates SAP applicable to the program of study in which the student 1s enrolled at the end of each
academic vear for programs that arc longer than an acadeinic year and at the cnd of cach quaner for programs
that arc on¢ academic year or less 1n length. All students must complete and graduate from their program of
study within §30% of the published program length. Students not meeting these standards will be subject to
dismissal from College. AN studcats must have a CGPA of a 2.0 (Gradc of C} for graduation from any program.
The quantitaiive component of SAP is the measure of the pace at which a student must progress through his or
her program of study to ensure completion within the maximum timeframe allowed and provide for the
mcasuremcnt of the student’s progress at the time of cvaluation. The pacce or completion percentage is
calculated by determining the cumulative number of credit hours the student has successfully completed divided
by the number of cumulative credit hours the student has atiempted. Transfer credit hours accepted from other
schools that arc applied to a WV BC program of study arc counted in the calculafion as both attcmpted and
completed hours. A student must complete 66,67% of attempted credits per evaluation period in order to
complete program of study within the maximum time frame ( [50% of the published program length).

It is the Director. who is responsible for monitonng academic probation as wcell as SAP.

Attendance if verified by the Administrative Assistant. who aids the teachers in kceping a
rccord for their attendance policy.

Successful course completion is venfied by the Director after reviewing the Permanent
Reecord Card to determine if enougli quarter/ercdit hours have been camed. CGPA is
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obtained. and all requircments for the program have been met. SAP (150%) is not
calendar based. but it 1s based on academic progress.

4 8.1  Who reviews the student's records and advises the student?

Campus Director with support from Academic Administrative Assistant as well as the Financial Aid
Administrator.

48.2  Who monitors probation?
Campus Director
#4.8.3  How is attcndance verificd?

Instructor bascd attendance verniftcations - records are then official and the responsibility of the Campus
Director

4.8.4  How is the cumulative GPA and perceniage of successful course completion venficd?

Bascd on SAP requirements and regulations, periodic checks are made for GPA. PACE OF
COMPLETION, and 150% : which are reviewed by the Campus Director,

FINANCIAL RELATIONS

4.9

4.10

4.11

If the stitution sponsors insfitutional scholarship. grant. or loan programs, describe them and provide how
they are publicized.

An institutional scholarship is sponsored by WVBC. Its requirements are as follows:

L. The student must have achieved at a minimum 3.0 {out of 4.0} GPA in high school.
2. He/she must currently be a senior in high school or a graduate of the mosi recent senior class.
3. The student must receive in writing a recommendatton from the high school principal.

The scholarship is explained in the WVBC catalog on page 18.

The AR c-mails high school principals by Scptcmber 30, which cxplains the scholarship. A follosw-up is
completed by the Admissions Representative who hand delivers a copy of the letter to the high school guidance
counsclors. No grant or loan programs arc sponsorcd by the school, There is also a President's Scholarship,
which 1s awarded bascd on competitive testing.

What evidence docs the campus have that demonstrates the tuition, fees, and other charges for all students who
enrolled at the same time and in the same program are consistent, [f they are not consistent, explain,

A breakdown of tuition and fees 1s provided in the catalog. No cxceptions or spectal arrangements arc made for
any student enrolling at WVBC. All students are charged in accordance to the cost listed on student award
letters. Scholarship award recipients. as published in the WVBC Catalog, arc presented with an award letter
based on type of scholarship recetved with applicable charges. if any.

What arc the rcfund policics and procedurcs?

The refund policy is clcarly outlined in the WVBC catalog page 10. as well as at the bottom of the enrollment
application.

The refund policy and pracedurcs arc as follows:

l. Caneellations prior to the first day of class: If applicants, accepted by the institution. canccl
within five {3) business days following the date an enrollment contract is signed, the school will refund ali
monies paid to the institution. In the event of a cancellation notification following this period, but prior to the
start of classes, the institwtion will refund all monics paid,
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2. Withdrawal after the commencement of elasses: Student who withdraw during the first two (2)
weeks of the quarter will recerve a tuition refund of 50% of the charged tuition for the peniod. Students who
withdraw duning the third week of the quarter will receive a tuitian refund af 25% of the charged tuition for the
period. After the third week no refund will be made. Application and other fees are non-refundable. All Title
IV funds will be made in accordance with the mles and regulations of the US Department of Education. Retum
of funds will be based on the amount of time a student spends in school. This will be determined by the
numbcr of days in the enrollment period (cxcluding scheduled breaks of five days or more). If the pereentage
15 less than 60%, the appropnate amount of aid wili be detenmined within the allotted time frame. If the amount
15 greater than 60%%. no return of monics will be made.

3. Refund to Yeterans wiil be made on a pro-rata basis as required by the Veterans Administration
and appropriatc Statc rcgulatory bodies.

What arc the qualifications of the financial aid officcr?

has becn employed at West Virginia Business €'~~~ ©r the past 16 months. The last 12 months
nave been in the position of Financial Aid Adiministrator. Ms 138 an Associate’s degice in
Microcomputer Applications from Belmont College and has taken additional classes through the University of
Pheonix, Franklin University, Kent State Tuscarawas. and West Liberty working towards a Bachelor's degree i
Busincss Administration.

Ms s a member of WY ASFAA and has comnplcted trainings in the arcas of SAP. Vetcran Certification.
FAME ExF Software, West Virginia Higher Education Grant. WOIA, and will be attendimg the Federal
Financial Aid Administrators Academy in preparation to sit for select NASFAA University Credential Tests.

On a weekly basis Ms eviews and cross references WYBC, IFAP, DOE and ACICS websites for
updates and regulation cnangces as well as cross referencing documentation to cnenre all regulations arc adhered
to. These reviews have lead to proccdural modifications at the campus level. Ms wctively maintains a
continuous quality improvement approach n all financtal aid areas.

4.12.1 In what activities does the financial aid officer participate to keep up to date on changes In financial aid
programs?

See above

If applicable, describe the system for counseling students regarding their student loan repayment obligations.

During the imtial financial azd intervicw. the student is inforimed of his/her obligations and
responsibilities in regards to takang out student loans. All pertinent repayment inforination is also given out and
revicwed at that tume. A loan cntrancc intervicw is also completed. The student also completes the mandatory
Pcll Grant application through the FAFSA cd gov website if not previously completed.

During registration. students arc reminded to make an appointment with the Financial Aid Manager for
any questions that anse throughout their educational carger. At that time. they are also reminded of repayments.
studenr loan obligations in general, required cxit intervicws, and how attendance and GPAs/CGPAs, all affeet
finaneial aid.

During the exit interview. more litcrature is given to the stedent regarding loans and repavment
obligations. They are also made aware they may contact the Financial Aid Administrator even after leaving
WVBC for advice or with questions regarding their studeni loans.

4131 What is the cohort default rate for the last three vears?
Ycar: 2012 Ratc: 20.0% [Dralft)
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Year: 2011 Ratc: 19.2%
Year: 2000 Ratc: 20.0%

1f applicable. desenibe the cash discount policy and provide cvidence that it has been approved by the Couneil.

WVBC does not have a cash discount policy.

STUDENT SERVICES

4,13

4.17

Describe how the campus provides oricntation for new students.

An registration is held on the first day of the quarter. There is registration at 10:00 a.m.for day students and one
at 6:00 p.m. for night students. The registration is begun by the Dirceror, who then introduces the Financial Aid
Administrator, aftcr which the Carcer Scrvices Representative 18 infroduced.  After they have talked about their
dutics and their relationship to the students. the Director introduces the teachers. They talk about themselves.
their degrees. their qualifications and cxpericnee. and their expectattons. The Student Counsel is then
introduccd and a spokesperson discusses the role of that body. The College’s regulations and rules are
discussed. Statement of Understanding 1s read to all students and they may ask any questions they may have.
Students are then assigned to repont to mentors and discuss obstacles which may prevent them from coming to
school. During that time, they arg ealled into the Law Library onc by one, book cards arc distributcd, and
payments are discussed. They also receive a copy of theiwr grade cards with their final grades from the previous
quarter. After the new and reentry students are fimshed with their registration, they. too. are dismissed to their
mentor and follow the same process as returning students, The first mentoring scssion by the Director 13 usually
held within the firsi week of classes. This allows students some time to adjust to their classes and determine
they perecive there to be any potential problems. Advising forms are completed at these scssions as well.
Additionally, teachers set office hours so students may make appointments during those times to meet with the
teacher on a one-on-one basis to discuss anv problems occurring in his/her class. The tone of orientation is
upbeat. enthusiastic, and informative.

Describe all academic and personal counscling services offered.

Academically. if a student has a concern they meet with the teacher who is qualitfied in that ficld of study. The
student is also assigned a Mentor duting registration and the listed Department Head may also be involved. The
Departemint Head is qualified in their field of study. They are considered counselors within their ficld of study.
Last.thc Campus Director may be involved and has the experience and qualifications to handle most situations
or provide contact information to the person{s) or agencics nceded.

4.16.1 What arc the qualifications of the staff responsible for the counscling program(s)?

Department Heads, Mentors, and Instructors are all qualificd individuals with significant life
expericnce. In the cvent a situation is beyond the scope of a student - teacher relationship. West
Virginia Busimess College will seek to provide the necessary assistance to the person or persons in
neced.

Describe the retention program.
WVBC seeks to retain students as follows:

l. By explaining clearly and concisely all policies. procedures. rules. regulations. and expectations from
the initial Admissions Representative mterview, to the Financial Aid intervicw, follawed by the tour of the
facilitv by the Director, to the oricniation and mecting with mentors, to finally the classroom policy letters given
by each teacher on the first dav of class.

2. By repunding student at each registration the rules and regulations,
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3 By providing advising scssions bwice per quarter or as nceded.

4. By offering an open-door policy.

3. By closcly working with students on payment issucs and aiding them in finding as much outside
funding as is allowed by law.

6. By ensuring that student receive as much personal attention by faculty and staff as needed.

7. By working closcly with students on academic probation.

8. By providing small classcs and a faculty who truly carc about the students and who are qualificd to

providc the cducation the students require.

9. By offcring students information about special government agencies they can go to for help fora
varietv of matters. “Choices™ daycare services. and bus schedules.

10. By encouraging the Student Council to hold activitics that will allow for a break from routine and aljow
for socral nteraction where students can estabiish fiendships and support groups.

1. By providing encouragement for students who excel. have perfect attendance, or make a positive
impression in some manncr,

12. By cach faculty and staff inember treating each student fairly. with respect. and as a valued individual.

The Director aise constantly makes contact with students and teachers, ensunng that thev are working together
towards a common goal - the student’s cducation and graduation. The Dircctor offers an open-door policy and
cach dav s making contact with students. The Dircctor occasionally visits a class, which also allows students
to observe the Director in a different setting. which permits a stronger relationship to WYBC.

Descnbe cmplovment services offered to students.

The Carcer Scrvices Representative {CSR) mecis with cach student in his/her last quarier. She offers
information regarding Civil Service Test taking, WY Work Forec sign ups. onling job sites. and also obtains the
student’s resume for future forwarding to potential cmplovers that she comes in contact with. She contacts
potential employers weekly and cails new graduates weekly: as well, to make contact and update any
cmployment infonmation. WVBC also offers lifetime placement scrvices to all graduates. The CSR helps set
up appointments to sign up for civil servicc exams. She encourages students to volunteer to improve their
chanccs of cmplovinent.

4.18.1 Descnbe how placement venfication s documented.

Employment results are documented on ACICS Tracking Form #6. Follow-ups arc documented on the
nincty (90) Day Graduatc Lefters, as well as thc Employver Satisfaction Lenter.

Descnbe the process used to conduct follow-up studics for graduate and cmployer saiisfaction surveys,

Responscs to Emplover and Graduate Surveys arc analyzed to sce where there is a nced for improvement in
technical skills and soft skills from both Employers and Graduates point of view. The goal is to maintain a
placement rate of 75% or better. Resuits of Emplover Survevs are used to identifv emplovers' pnornties in
hinng in the local job market. and to identify reasons for unemployment while developing recommendations to
address rcasons for uncmplovment of graduatcs. Graduate Survey results arc uscd to develop academic
programs and activities designed to address arcas for improvement in technical skills and soft skills.

Describe the programs of extracurricular activities, if any.

The college. itself. does not utilize a program of extracurticular activities. Many students have obligations
outside the school that would not afford them the opportunity to participate. WVBC does encourage and
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support the Student Council who holds a varicty of activitics. Thev have bake sales. picnics, covered dish
dinners. and also participate in things such as the annual Chnstmas Parade. These are open to all students,
staff, and faculty.

Descrnibe any arcas needing improvement in the area of relations with students.

The College Admissions Department organizes each quarter a “Bring a Friend To Scheol ™ day, and a WYBC
Dayv which allows for spouses and members of the students support committee to attend classes for a day or
cvening. Sometimes, family members are not very supportive. and this cnables them to see what it is like being
a student at WVBC.

Award days are held once per quarter. penerally on registration day, where students are honored for grade point
averages and a varicty of other achievements.

Morc public relations activities are planned. A recent blood drive co-sponsored by WVBC and Ohio Valley
Mcdical Center held at the Wheeling Civic Arena with The Amcrnican Red Cross allowed the students to
participaic and work as a group towards a goal. The American Red Cross also held a Blood Drive on the
campus of WVBC. Our students tock great pride and satisfaction in this, so more activitiss are being sought to
this cnd.

Holiday activities historically are planned by the Student Council and Instmictors as well.
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5. EDUCATIONAL ACTIVITIES

The major index of an mstitution's quality is the cffectivencss of its cducational program. The educational program must
be counsistent with the stated mission. must be adequate in breadth and context to achicve it, and must produce
mcasurable results. Another index of an institution's quality is the competence of its faculty. The effectivencss of any
institution depends upon good teaching and upon the ability and comimitment of its faculty. The sclection. onentation,
muidance, stimulation, and evaluation of the teaching staff are among the most significant responsibilities of the
administration. The faculty should actively participate in devcloping the total educational program of the institution, A
third index of institutional quality is the resources available to instructors and students. In responding to the questions
below, please consuit Sections 3-1-300 through 3-1-344 of the Accreditation Criteria.

Teaching hours, assignments. and schedules wili vary from ficld to ficld and from institution to institution. but they
should allow faculty time for adequate preparation and profcssional development. The institution shall devise a plan for
the efficicnt usc of faculty competence and time. which addresses student-tcacher ratios. naumber of teacher
preparations, and number of teaching hours. In responding to the questions below. please consult Sections 3-2-100, 3-3-
200, 3-4-200, 3-5-200, and 3-6-400 of the Accreditaiion Criteria.

PROGRAM PLANNING, DEVELGPMENT AND EVALUATION

51 Describe how the educational programs have been developed based on the institution’s mission.

Educational programs have becn developed with local cmplover needs in mind. aind in cooperation with the
Advisory Board. Programs are developed with a broad base so as not to limit employment in specific fields.
Many [actors go inta the versatility of our programs. such as high unemployment and the integration of
government Jobs in our area. Programs are viewed in light of local, state, and federal povermment regulations,
as well as ACICS cnitcria. Employer demand ts also a factor.

5.1.1  Last cach program offcred and state the occupational and general objectives of the program. Provide an
overview of how these programs are delivered (1.¢.. lecture. taboratory, self-paced instruction. distance
instruction}.

Business Management/ Accounting

Ta provide the knowledge and skills to enter the busingss world in a vanety of business functions.
Lecture/laboratory

Secretarial Sciences/ Executive Secretary

Ta fill positions in a vanety of secretarial positions and to be prepared in personal computer usage and
communication skills. Lecture/laboratory

Secretanal Sciences/Legal Secretary

To fili positions in a legal or business office. Also, to become famifiar with personal compuicers.
communication skills, as well as knowledge of legal terminology. Lecturc/laboratory

Computer Applications/Accounting

To prepare students for carcers in business offices by utilizing their training in computer and accounting
skills, Lecture/laboratory

Computer Applications/Secretary
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To preparc students for carcers in busincss offices utilizing their training it computer and secretarial
skills. Lecture/laboratory

Mcdical Assistant

To fill posttions of trust and responsibility in an offiec sctting, Students obtain knowledge in
managenal and sccretanal classes. Lecture/laboratory.

Officc Adminisiration/ Paralcgal

To fill positions of trust and responsibility. Emphasis is placed on legal. managenal. and scerctarial
classes. Lecture/laboratory

Busincss Administration/ Computer Applications Accounting

To fill positions of trust and responsibility in entry level to middle level management. Emphasis is
placed on computer and administrative skills. Lecture/laboratory

Business Admimistration/ Computer Applications Secretary

To fill positions of trust and responsibility in entry level to middle level management. Emphasis is
placed on computer. adminstrative, and secretarial skilis. Lecture/laboratory

MNurse Assistant Patient Care Aid

To provide students with the skills and knowlcdge to perform both clinical and administrative functions
in a health care facility. Lecture/laboratory

Surgical Technologist

To provide students with the skills and knowledge to performt both clinical and admimistrative functions
in a surgical facility, Lecture/laboratory

Computer Support Specialist

To provide students with the skills and knowledge to perform admimistrative and clinical functions with
infonnation technology. Lecture/laboratory

Identify who is responsible for the following at the campus. Describe their academic and/or expeniential
qualifications for this position:

5.2.1  Overall admimistration of all academic programs.

_ Director of the Wheeling Campus. She attended both Michigan State University and West
Virginmia University, caming an RBA with emphasis in Psvchology and 2 minor in Commtinications.

5.22  Administration of cach academic program offercd.

The Campus Director would hold oversight of each academic program. WVBC does publish four
department heads to guide our four pallars of education: legal. medical, business. [T. In addition, we publish a
program administrator for Surgical Technology. This person reports to the medical department head.

Decscribe the role of the faculty, administration. and othcers in establishing the educational programs,

At faculty meetings. all weachers are cneouraged to submit suggested changes, additions. or delctions of
programs, or any portion therein. Once a faculty member prepares a suggestion, it is then submitted to the
Director. 1f it is approved by the Director, it is then submitted to Corporate Offices. Once it is decided whether
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to accept or deny the suggestion, then an email is sent with an explanation and that cmail is then attached to the
suggestion on filc. The acceptance or denial is later discussed at a faculty and/or department head meeting.

5.4 Describe how the educational programs reflect the needs of the students and the community.

Through help-wanted ads. community input. student inpui. and an evaluation of local businesses. the
college features educational programs which teach skills that arc in demand. Through help-wanted ads alone. it
is apparent that this area is in need of medical office admimistrators, computer operators. and all types of
busincss/accounting associatcs. as well as well-trained persons to work in the legal ficld as assistants,
sccretaries, and paralegals. Also sustained contacts through the CRS office. and direct calls inio the College
sceking emplovees has been a significant factor is the College’s measurement of successful cnplovment of our
graduates.

55 How arc provisions madc for individual cducational diffcrences among students?

Initially. a new student. upon mecting with the Financial Aid Adintnistrator is given an citrance evaluation that
shows his/her weaknesses and strengths academically. Following the cvaluation cach new student meeting with
the Financial Aid Administrator goes through a thorough interview and completion of the necessary financial
forms unique to cach student’s circumstances. Afier registration, cach new student is met with by their mentor
who discusses individual needs, goals. barricrs, and so forth. Advising forms arc donc at that point and at any
point throughout the student’s educational carcer at WVBC by any faculty or staff member who meets with
them. Teachers are assigned students to mentor and mect with these students formally at least twice per quancr
to establish a relationship and serve as vet another contact person to ensure that the student is making
satisfactory progress and to guide that student in the proper direction. Each student is treated as an individual.
both in and out of the classroom;, thus, cach department faculty, and administration cater to the student’s
individual differences and needs. Evening classes are Monday. Tuesday. and Thursdayv. {(Wednesday is
traditionally church night. so WVBC tnies to accommodate) Generally. WVBC Fonn -1 begins the basis of
action regarding individual cducational diffcrences and ustique nceds of our students.

L
a8

How arc the community resources utilized to carich the programs?

The coilege considers the diverse expenience and knowledge available through its Advisony Board. which is
composed of business. profcssional, and pelitical leaders. It also relics heavilv on many other busincss Icaders,
entrepreneurs, and professionals to provide information and advice through such events as Career Service
Scminars and individual class gucst spcakers. Voluntcensm is cncouraged by the college as well, so students
may gaim cxpericnee allowing them to be more markctable upon graduation. Teachers also make regular fcld
taps io local busincsses. libranes. hospitals. and courthouse libranes io utilize their resources and information

5.6.1 Describe how the ublization of these resources is decumented.

Forms arc filled out and filed for Guest speakers, Ficld tnips and Intcrnships

tn
s |

Deseribe the policy on the responsibility and authority of faculty in academic govemance.

It is the policy of West Virginia Business Collcge to support an academic climatc that protects acadecmic
freedom. academic responsibility. and the pursuit of excellence in teaching. research, and leaming through the free
exchange and critique of ideas among all members of our school,

5.7.1  How was the academic governance policy communicated to the faculty?

It is posted thronghout the buildings on varous bulletin boards as well as given to insuructors at the
time of acceptance of hire.

58 Is there a detarled syllabus on file for each course?
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Yes. each coursc has a svllabus on file as wcll as posted tn the classroom. Grading standards, an outiine of the
progress to be made through the text, and other necessary information 1s found on each syllabus. Each teacher
receives a copy of the svllabus for each class they teach.

5.8.1  How are syllabs developed?

Svilabi are developed at the Main Campus through suggestions from staff and/or faculty at both
campuses. Suggestions for changes. updatcs, and so forth can be made at both campuses, however,

58.2  How often are the syllabi reviscd?
Svliabi are revised whenever: a) a class is updated with new matenals or machines. b} a new text is
acquired. or ¢) suggesiions from staff or faculty concerning the svliabi arc adopted.

583 Describe the process for revising syllabi.

Svllabi are developed at either Campus through sugpgestions from staff and/or facalty at both

campuses. Suggestions for changes. updatcs. and so forth can be made at both eampuscs, however. Once a decision has
been made with adequate supportive documentation, the Campus Director will submit change to the General Manager
for final approval.

584  How are out-of-class assignments, 1f applicable. incorporated in the svllabi and how are they evaluated?

As noted in the syilabi there is 2 hours of homework for each hour of lecture. An [RP (or Independent

Rescarch Project) projcct 1s incorporated in the svllabi for cach class that requires. the cquivalent of the homework
requirement. IRP projects are individually calendared my instructors and vanous classroom scttings. Uliimately, the
evaluation of the project will be at weck 8 of any given 12 week quarter.

59

510

Descabe any internship/extemship programs, indicating name of program. procedure, and person(s) responsible
for the oversipht of these activities. Have both the campus and the practicam site signed an agreement outlining
the arrangements of the internship/externship? Describe the contents of the agrecinent.

The Wheeling Campus does hold an intership for Surgical Technology students at Wetzel County Hospital in
West Virginia. The internship will be preformed during a student's last quarter and will be an onsite dependent
intemnship. Currently. procedures and placcments do not exist as our program. and this intemship are in the
beginning stagcs of implementation. West Virginia Business College expects to have sites, procedures, as well
as oversight in place and operational at the tiume of the ACICS site visit. In addition, we will update ACICS on
this important matter on a continnal basis.

Descnbe the methods utilized to evaluate and revise the cumicuia. Identifv any differences in these procedures
among various programs.

Based on input from faculty. the department heads. the staff, student satisfaction surveys. the Career Services
Representative, and constant contact between the Director and the book publisher (which cnsures that the
college is aware of thc most up-to-datc and latest editions), the curricula is kept up-to-date.

Suggestion forms (Form 113} arc used if the need anises to implement a new text, class. program, and so forth,
These are submitted, to the corporate office for approval. If the Career Services Representative, for example.
through contact with potential cmplovers, receives a request for a student/potential emplovee to have Word
Perfect skills, she would then submit a suggestions form in regards to this matter.

There are no differences among programs with regard to curricula revision or cvaluation

Advisory board members arc not dircetly used in the cvaluation or revision of curricula. However. at regular
meetings. the Advisony Board is continually asked for input on these issucs

5.10.1 If advisory boards are utilized, list board members and their qualifications.

_ BN. Chicf Nursing Officer. Peterson Hospital
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_ J D, Attorncy. Safcsak Law Offices. PLLC

M.P.S., Williams Lca, Inc

M.B.A . Finance - Founder, Computer Clinic Cyvber Dimension
S. Phys. Asst, - UPMC - Pittsburgh. PA

ttomey at Law. Bench Law Offices, PLLC

R.N., B.SN.. Bishop Hodges Continuous Carc Hospital

B.A.MEd. LSW_ Founder, S Case Co

Ed.,M.B.A., Ph.D., University of North Texas

How was thc length of cach program determined?

The length of a program is detcrmined by cstablishing the number of credit hours which
cmerge from an analysis of courses nceded for a solid coverage of the skills. Each
studcnt 1s assigned approximately between twelve {12) and sixteen (16) quarter hours of
coursework per quarter. This has proven to be considered a “full course load.™ Dhviding
sixteen (16) into the total number of quarter credits nceded gives the number of quarters
that are typically required to praduaic.

Do any programs include training by a third party? If so, please explain.

No current programs require this at the Wheeling Main Campus.

Is liecnsure or other certification required for persons employed in any program arcas offcred?
Yes [ No [

5.13.1 Ifycs, list specific skills that students will nced to acquire in order to be licensed or centificd and how
the curriculum provides for attainment of these skills.

N/A
5.13.2 Describe any applicable examinations and the pass ratc on cach of these exams.
N/A
[f applicabic, share dctails on any program that requires specialized programmatic accreditation to obtain cntry-

level employment or licensure by the state in which the campus is approved. (Include name of the program and
name of the specialized agency.)

N/A
5.14.1 Explain the current status in holding such accreditation.

N/A

3.14.2 How have students been notified of this requirement and how it affects their employvability following
program completion?

N/A
How are appropriate course sequencing and prerequisites determined?

Coursc scquencing and prerequasites arc determined by analvzing the relative difficulty of courses and
the need for the use of one skill prior to the use of another. The knowledge or skills in such basic
courses as Medical Terms I, Accounting L and Windows arc obviously rcquired before students can
move on to a morc advanced Ievel in that ficld. Curricula arc structured in a way as to allow the student
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to progress from the least difficult level to the most advanced level by taking the required prercquisites.
These are listed on the syllabi and in the catalog.

How is the curriculum structured to ensure an increasing level of difficulty as the student progresses?

Department Head and faculty members are constantly encouraged by the Director to submit suggested
changes on a Suggestion Form (Form 113). They can. at any time, determing if they would like to see a
new class. new texi, new program, or so forth. The student and graduate satisfaction surveys show that
the college takes into consideration any recommendation by any of thesc current or previous students,
There is evidence of follow-up as well in the ninety (90} day satisfaction letter which comes to the
Carcer Scrvices Representative. She then may determince if a suggestion form needs submitted in
rcgards to a suggestion made by a graduate. The Director. upon review of the Staff and Faculty
gvaluation resuits. mav make a suggestion as well.

516 How is the need for curriculum changes determined?

3.16.1

3.16.2

Need is bascd on our arcas of outrcach. Survevs, Emplovment surveys. contacts with cmplovers.
paving attention to economic trends in our geographic area.In addition, information is gleaned from
department head mectings. faculiy mectings. advisory board mectings. Generally, these mectings arc
comprised of expents "in the ficld” and information and subsequent change 1s conccptualized at that
point.

How are faculty members involved in curricelum evaluation and revision?

As explained above. faculty members are given the ability to continualiy evaluate and suggest revisions
at any juncture,

How does the campus utilize follow-up studies of its graduates and employers to assist in curniculum
cvaluation and rcyision?

Generally. results of those studies. ete. are placed in the Campus CEP for tracking and trend evaluation.
We utilize surveys, phone calls, emplover contacts. personal visits to cnsure adequate information is
provided before action is taken to evaluate and revise cirnculum

517  What curriculum changes have been made during the last three years?

WVBC has not had significant changes over the last peniod of accreditation. Upon review of the submitted

3171

ACA's, you will find changes to our Surgical Technology program. our Medical Assistant program, and
our Computcr Applications program - now called Computer Support Specialist. In addition, we have
strcamlined all programs to become compliant in both CIP and SOC codce requircments, and generally
uperaded our course offerings to better serve our students.

What changes are contempiated for the next three vears?

WVBC would like to finish a study on the viability of our diploma programs for possiblc
discontinuation. In addition, wc would like to begin a study on the feasibility of a 12 month Business
Administration diploma program weighted similarly to our Medical Assistant program.

How docs the campus detcrminc the appropriate allocation of contact ime among lecturc, laboratory. and

intemn/extcmship activitics?

West Virginia Busincss College detcrmings from cxperience and instructor input that approximately
67% of each “machine™ course contact hour (computer and kevboard courses) is taken up by lecture
and 33% constitutes laboratory time. Thus. in the 48 hours of normal eourse, 32 hours are lecture and
16 arc lab. Therctore, 32 lecture hours divided by 10 {per ACICS critcna scetion 3-1-515) cquals 3.2
lecture hours. The 16 lab hours divided by 20 equals .8 lab hours. This brings the total credit hours to
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4.0, The non-machinc courscs arc basically lecture courses and are still listed as traditional 4.0 credit
hour courses.

3.18.1 How does the campus monitor the number of contact hours completed for each course?

Updated Academic Credit Analysis spreadsheets, as provided by ACICS provide the appropnate
monitoring tool. The General Manager of West Virginia Business College in conjunction with each Camipus
Director ensures compliance in this area.

What arc the procedures for developing the application of the U.S. Department of Education s definition of a credit
hour (as requircd in Section 2-2-303 of the Accrediiation Criteria)?

Scction 2-2-503 of the ACICS Criteria refercnees termination of programs and not the definition of a credit
hour. We belicve the Critcna references credit hour formulation at 2-2-301 (a) and (b).

For purposcs of a rcsponse. West Virginia Business College will measure and award credits using quarter credit
hours as its unit of credit. The institution operates on a quarter term calendar vear. A Guarteris 10-12 weeks in
length. WVBC awards quarter credit hours for financial aid and for academic purposes. As such. the number of
hours required to successfullv carn a credit vardes by the type of coursc. Specifically. a quarter credit hour is
equivalent to a minimum of 10 clock hours of lecture; 20 clock hours of laboratory: or. a combination of the
two. The award of credit hours for lecture courses also assumes appropriate out-of-class leaming activities, such
as rcading, ficld trips, the information rescarch project, intemship obscrvations and similar activitics, to support
the credit awarded for courses. We note that the nuinber of credits for financial aid purposes is calculated using
a different formula and therefore may vary for financial aid purposes.

3.19.1 Where are the procedures published?
Page 10 of the West Virginia Business Collepe Catalog

How does the campus determine the appropniate scheduling of classcs in relationship to the needs of the
students?

The coilege attempts to schedule classes according to the need of the student body. This is completed through
such means as advising forms. mentoring sessions, and the studving of student demographics. Examples
include: scheduling day classcs duning public school hours in order to accommodate mothers (which make up
the majority of our students); scheduling might classes in order to accommodate working students and allow
themn the opportunity to cam an cducation. n addition, students arc given an anticipated graduation datc on the
application. The school makes cvery aticmpt to sce to it that this datc 1s met. unless a student does somcething to
put themselves out of their “block™ This could include. but is not limited to. the transferring in of classes,
failing a class, and/or withdrawing for anv length of timnc,

If applicabie. descnibe the method used to evaluate and award academ:c credit to students who demonsirate
subject competency based on academic, occupational, or personal cxpericnccs.

West Virgiitia Busincss College has no such methodology or practice of cvaluation.

INSTRUCTION AND FACULTY

In responding to the guestions below. please consult Section 3-2-200, 3-3-300. 3-4-300, 3-5-300. and 3-6-300 of the
Accreditation Criteria.

5.22

Describe how phyvsical facilities. equipment, and resources are uscd to cnhance classroom instruction.

Physical Facilitics: The Whecling Campus has adequate space to hold approximatcly 150 to 173 students on
any given day and evening session. The space is accessible to all.
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Equipment; The campus allows for enough computers. so students in a class do not have to share their tine on
the machine. This allows for better mstruction and comprehension. because the student can immediately apply
the concept or technique. For unrestricted use by the teachers, the camipus has wireless mtemet capacity.
smartboard tcchnology, whitcboards. and an overhead projector.

Resources: The campus maintains two libranes, which contains resources refated to all subjects taught. as well
as general reference materials. For paralegal students, WVBC has obtained an extensive Legal Reporter
collection used for student research. In addition. West Virginia Business College utilized the GALE Academic
Onc Onlinc Library for all students, The Wheeling Main Campus has within walking distance. the Ohio County
Library,

How arc lcaming matcrials selected? Dcescribe how instructional procedurcs and matcrials are cvaluaied to
determine their effectiveness,

As previously explamed. a teacher submits a suggestion form to the Director. If approved, it then goes to the
Corporate Office for confirmation, This is the standard procedure to follow in submitting suggestion forms.
Staff and faculty arc cncouraged to submit the necessary forms for suggesting leamning matcrials.

The Dhrectors from both campuses arc sent sampic copics of texts. Once revicwed, they are passed onto the
teachers for further review. Any suggestions arc madc at that time., if it is deemed neccssary or desired. The
materials are ultimately chosen by administration at the main campus, with regard to pertinence. clanty. and
compeicnce: also, how it aids in departmental library development.

Descnbe how the campus cnsures that students have access to appropriate leaming materials {c.g., toxtbooks,
laboratory cquipment).

All textbooks arc purchased by the college and arc on hand for students to purchasc in a imely manner.
Occasionallv. there will be books on backorder. but this rarely happens due to the advanced order planning.
Lab equipment is provided by the school and i1s the same equipment that 1s used in the classrooms (such as
computers), These arc availabie to the students to use for cxtra practice or rescarch anytime class is not in
session: also. students may use the library computer (if the [nteret is required). The hours of availability are
the same as the schoel hours: Monday, Tuesdayv. Thursday — 7:30 a.m. to 10:00 p.m_; Wednesday — 7:30 am
to 53:00 p.m.; Friday - 9:00 a.m. to 4:00 p.m.: and Saturday - 9:00 a.m. to 1:G0 p.m

Desenbe how the campus cnsurces that it maintains appropriate liceascs for computer software and how it
ensures compliance with copyright laws.

This issuc is gencrally handled by the Wheceling Main Campus. Generally the procedure is for anv computer
teacher who becomes aware of an expired license to submit a repair order to the Director. The memo is
immediately reviewed for appropriate action by the Whecling Main campus — n consultation with the Genceral
Manager.

WVBC docs take adequate measures to cnsurc this stipulation is adhered to by ali faculty, staff, and
administration. To this end. a sign is posted at various places throuzhout the school stating that “no copying of
matcrials protceted by copyvnght laws is allowed.”

Who s responsible for faculty orientation?

The Campus Director s responsible for faculty onentation.

L

.26.1 Descnbe the onentation of the faculty to the campus.

The Dircetor completes a training scssion with cach tcacher as they are hired. The teachers are given
T (for Teachers) pages, which outline the procedures they are to adhere to according to WVBC
internal as well as ACICS standards. as well as the rufes and regulations of the school. Teachers arc
cncouraged to review the school catalog online, which covers the programs and student-based rules and
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rcgulations. Tcachers are also required to attend faculty mcetings that arc held on a regular basis
throughout the quarter, and an In-Service training seminar held the day of onentation each quarter.

How does the administration determine the qualifications of a faculty member to teach a particular course”

3271

5272

Filcs arc kept for cach tcacher that includes a list of the courses they arc able to tcach. This is
determined by examining their official college transcript and any documented work-relaied experience,
Teacbers are assigned classes that they arc qualificd to teach. The institution does not eraplovee non-
degrecd tcachers.

Describe qualifications of non-degreed teachcers for the subjects thev teach.
The College has no such issue to describe. All faculty hold relevant degrees per ACICS Critena
How are the qualifications documented?

Relatedly. no qualifications exist.

Describe the procedure for collecting official transcripts. for gqualifving credentials and/or those listed in the
catalog, for faculty members.

5.28.1

As part of the hinng process. all teachers are requured {within 3( days of cmplovment} to supply the
college with an official transcript. If this is not accomplished, the teacher is not rescheduled for classes.
There are no teachers at this time that official transcripts are not on file.

If there arc faculty members whose official transcripts are not on file, document what cfforts are being
made to obtain them, Please include any unique circumstances that may impact the ability to obtain
such transcripts (such as political instabilitv, institution closing. ctc.).

There are no teachers at this time that official transcripts are not on file.

In what ways does the campus ¢valuate instruction?

The institution evaluates teachers through urannounced visits by the Director. At the discretion of the
Diircctor, other faculty members and/or department heads may also visit and do peer cvaluations.
Teachers are also cvaluated after 90 davs of cmployment by the Director, who compictes an advising
form (Form 77). This form lists both positive and negative comments, as well as areas that need
improvcment and suggestions for that improvement. Also. any advising forms for the quarter that have
been placed in the instructor’s file are reviewed. Students evaluate their teachers during the Staff and
Faculty Evaluations completed each quaner. Students are urged to write any additional commaents
regarding their teachers. Also, Pre/Post tests are given and evaluated. Depending upon the percentage
increasc. the teacher mects with the Dhrector, if ncecssary, at the beginning of the following quartcr to
discuss any unsatisfactory results. [f necessary. an action plan for improvement is developed.

3.29.1 'What systematic proccsses arc in place to enhance and promote tcaching cffectiveness?

Generally. a meeting schedule - cach cffective in enhacing and promoting cffectiveness, Such reguarly
scheduled meetings as a quarterly faculty inservice, regular quarterly evaluations. weekly meetings,
ACICS faculty devclopment plans also scrve as an excellent enhancement resource.

What is the system in place to ensure that annual faculty development plans are on file for each member of the
faculty and signcd by the faculty membcer and his/her supervisor?

Upon emplovment or at the beginning of January, whichever comes first, cach teacher 1s to fill out a
ncw Faculty Development plan. All seminars, In-Service. and any group webinars are recorded on the
form_ and supported by backup documentation. This is done by the placement of the certificates
complction in the tcachers® file. I the development takes place on a personal level or outside the
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institution, it is the responsibility of the teacher to provide the Dircetor with things such as certificates.
certifications, updated transcripts {other than this institution’s). and so forth. At the review stage, it is
then determined if any outside documentation is needed.

3.30.1 How are the activities on the plan detemmuned? How does the campus ensure that the plans are
individualized for cach faculty member?

The Director and instructor discuss the activitics and how they will enhance the their teaching and the
lcarning expernience of the student

5.30.2 How is the plan implecmented?
A written action plan is produced from the mectings between a Campus Director and an wstructor.
5.30.3 How oficn is the plan reviewed?

Plans are reviewed quarterly. The College understands this is a vearly minimum requirement. A
quarterly revicw simply works better within the context of the College calendar.

Decscribe how the campus ensures that ail faculty completc development plans.

This responsibiility rests with the Campus Director, who follows up with faculty to detcrmine if they
have acied on their plan and to adjust accordingly or document the completion of their development in
the personnel file.

3311 How are the agtivitics documented by the campus?
Mecting minutes. summarics, social media postings. and photographs
Dcserihe the program of in-service training for the improvement of instruction and curriculum.

Videos and gucst spcakers comprise the majority of the In-Service training for the institution. It
revolves around pertinent issucs that will help tcachers in the classroom. They provide teachers
necessary tools to asstst student who may present a need.

3.32.1 List the schedule for the next 12 months.

. October 2015 — Law Enforcement and the Cleary Act

» January 2016 - Student - Teacher Relations Workshop and Discussion Board
. April 2016 —Drug Policy Revicw and Discussion Board

’ Julv 2016 -Instructional Mcthodology and Classroom Planning

Describe how the administration documents professtonal growth for full- and part-time faculty members.

Professional growth is documented by certificates of participation or transcnpts kept in the teacher’s personnel
filc: also. included arc attendance at Webtnars (which usually include an attendance printout on the computer:
club memberships (both personal and professional, which mayv be documented by a printout or membership
card); subscnption to magazines {which may be documented by the actual mailing label and/or printout/copy of
thc magazine’s cover); and the like. This is requircment for all instructional staff.

Descrihe the frequency, content. and documentation of faculty mectings.

Facuity meetings are mandatory for teachers cach week. A minimum of ten (10) faculty meetings take place
within any twelve weck quarter at West Virgina Business College. The minutes are taken at each meeting, and
printed up by the Administrative Assistant. A file record exists of these meetings and they are housed in the
required fire-proof filing cabinet. Meetings penerally consist of a review of T-pages. WVBC catalog. a
discussion of “at risk™ students. and input on how to help these students, reminders about upcoming cvents,
schedules. rosters, as well as the general development and improvement of the student body and College as a
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N/A
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EDUCATIONAL FACILITIES

Each institution must provide an environment that is conducive to good instruction and leaming and that supports the
educational programs offered by the institetion. The adequacy of the environment is asscssed against the demands madc
upon it by the curmculum. facuity, and students. in responding to the questions below. please consult Sections 3-1-600
through 3-1-602 of the Accrediration Criteria.

6.1

6.2

6.3

Descnbe how the buildings. classrooms, equipment, fumiture, and surroundings meet the needs of the campus
in sizc and scopc.

The Wheeling Main campus building, classrooms. equipment. furniture, and surroundings arc adequate
for our current student population and subsequent need. Our facility can accommodate 130 - 175
students comfortably in any given day or evening class session. The WYBC physical plant in Wheeling
holds 9 possible clagsrooms with an ability to split our large auditonuin inte two scparaic and privaic
classrooms. The College is in complete compliance with all applicable laws and codcs for occupancy
and safety. All students enrolled n “equipment-based™ classes have individual equipment at their
disposal during class time. No sharing of equipment is required.

6.1.1 Descnbe how the facility in compliance with all applicable federal, state. and local codes for occupancy
and safcty?

The faciity mects all standards regarding State and Federal reufations for fire. saftev, and acecss.
These issucs have been examined and approved by the City of Wheeling, West Virginia as well as the Statc of
West Virgima,

Does the campus utilize a campus addition or additional space?
Yes [ | No

6.2.1 If yes. descnibe these locations.
N/A

Describe any plans to improve the physical plant and cquipment.

West Virgima Business College has recently constructed a new medical tab complcte with mock surgical suite
and scrub room. Completed to scale, this medical lab was competed in concert with local area hospitals
permitting access to surgical gperating rooms when they were not in use. A College study was completed and
construction began and finished within a calendar vear, Mcdical students arc currently benefiting from this new
medical lab, The College has also completed the renovation of our Auditorium info our working Law Library
for students. staff, as well as our surrounding community. Compete with intemet access, the Law Library is one
of the largest and most comprehensive in our arca.

Plant upgrades include providing live stream access to our web page which will allow for all to see examples of
our cducational processes, our special programs, in-scrvice possibilitics. tncrcascd visibility and a more cutting

edge feel to our curricula,

In addition we are in pursuit of ABA approval for our Paralegal program. Only one of a handful of programs in

the Siate of West Virgnia. WYBC believes our program to rank among the best in the region. Achieving ABA

approval would enhance that program ¢ven morc.
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7.  PUBLICATIONS

[t is important that an institution recognize the value of "truth in advertising” when promoting its opcrations.
Publications must be prepared and presented in a professional manner to reflcet favorably upen the mstifution.
information published must be accurate and factwal and must reflect the current status of the instifution, Only the
Council can accept or reject an instituiion's catalog. and a final decision will not be made based on a draft. In
responding to the questions below. pleasc consult Sections 3-1-700 through 3-1-703 and Appendix C of the
Avereditation Criteria.

7.1 Descnbe how the catalog reflects the educational programs, operations, and services,

The WVBC catalog is a professional, informational document available to all students. cmplovecs, and
the general public on the WV BC website. [t shows cach program in detail. and it describes cach course.
Additionallv, it includes a dircctory of owncership, management. adminisiratton. and faculty. The rulcs
and rcgulations arc discusscd as well as satisfaciory academic progress. 1t describes the gncvance
policy and the steps that would need to be taken to file a gnevance. The grading scale. credit transfer
policy, basic financial aid sources, admissions policics. and library resources are also provided.

7.1.1  How often is the catalog published?

In general. the catalog has been published about every two (2) years, Catalog revisions are completed
on an as needed basis. In addition, quarterly updates to reflect faculty and staff revsions are published
as needed.

7.2 How docs the campus cnsure that all cnrolled students receive a copyv of the campus catalog?

All students arc given the website address and urged to read the catalog online. Any student who
requests a printed copy will be given one. If students do not own a compuier. they can access the
catalog on school computers when class is not in session.

7.2.1  What other publications are provided to enrolled students?
No other official publication is offered.
73 Descrbe the advertising and promotional literature.

A majonty of all advertising completed by WVBC is through tclevision, radio. or the newspaper. There 15 also
a general brochure available for the college. These are distnbuted to businesses. high schools, prospective
walk-in applicants. and the occasional job fair. This brochure. however. is not used as a mass advertising tool.

74 Descnbe any plans for changes in publications.

At present, we are not enacting plans to change our publications.

7.5 If applicable. describe how the courses are numbered and identified in the catalog to indicate that advance work
1s offercd and based upon the appropriate prerequisites.
At present, we are not enacting plans to changg our publications.
7.5.1 How does the catalog explain the course numbering system?
As shown in the catalog, cach course offered by the collepe is identified by a five-character code. The
first two {2) alpha-characters are an abbreviation representing the discipling area of the course. The
first digit represcnts the level at which the course in gencrally offcred and the degree of difficulty. The
last two (2} digits indicate a unique course title sequence, but it does not necessanly imply a sequence
of classes within a discipline.
1.6 if applicabie. describe how and where the catalog 1dentifies the general education courses required in a

program.
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For cach course description in the catalog, the required course for cach program is listed: including the gencral
education courses. These are described in detail under “course descriptions™ in the catalog.

Describe the published performance information conceming stedent achicvement,

Critena section 3-1-704 states that Institutions shall routinely provide reliable information to the public on their
performance. including studeat achievement as determined by the institution To that end. West Virginia does
publish both our annual retention and placement rates as established through the CAR reporiing calendar year,

7.7.1  Where is the camipus performance achicvement information published?

The retention and placement rates are published annually in the West Virginia Business College
catalog. Specifically on page 11, The catalog can be accessed through the West Virginia Business
College website at www.wybc.cdu
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Sec above to §.14
Explain how refcrence maicrials and periodicals are organized for casy usage and prescrvation.

The Gale Academie One File Online Library serves the necds of our cducational programs with extensive
coverage across our cirnicula. 13,000 indexed joumals, Peer reviewed articles that number in the millions. as
well as multimedia, video, podcasts. mp3 files, make up only a fraction of availabliliy for our students. The
oniing environment i1s a 24/7 web based fog in via any device or computer.

How does the campus provide physical and/or online resourees necessary to make the educational program(s)
cffective?

The College maintains two computer labs with internct access to our websitc and online library. These
computers arc available outside of class time from 7:30AM to 10PM on Monday, Tuesdav, Thursday and
7:30AM io 3PM on Wednesday and Friday. Access is also available on Saturday from 9AM 1o |PM.

Describe the physical and online library resources. including infonnation abowt the
8.17.1 Total number of physical volumes
N/A
8.17.2 Total numbcr of onlinc collcctions available
3 online collections of resources arc currcntly available
8.17.3 Nuwmbcr of titlcs and/or online collections related to cach program offering

230.000 legal joumals. 1,306,000 medical joumals. 430,000 business joumnals. 208,000 [T joumnals/
Each sclection abovc constitutes a peer reviewed academic joumal resource

8 17.4 Number of titles and/or online collcctions related to gencral cducation courses taught

37.000 online resources
8.17.3 Number of program-related periodicals to which the mstitution currently subscnbes

1.200 legal penodicals. 8.016 medical peniodicals. 10.3335 business journals, .86 IT jounals
8.17.6 Number of other periodicals available

91.407 other peniodicals available
Describe the librany's procedurcs regarding student borrowing and returm of materials.
The onlinc cnvironment does not provide a cheek out systcm.
Describe how online resources, if any, are made available to students.
Each student is given log in information upon registration as well as an instructional sheet as a resource.
Describe how the campus monitors student usage of the library and instructional resources?
Monitoring of use is completed at the Instructor level,

What cvidence shows that the institution, in maintaining and improving the quality of its library holdings.
seriously considers recommendations of:

a. faculty

WVBC encourages {a) faculty to submit Library Resource Suggestion forms listing any books.
penodicals, videos, software. reference matenals, and so forth that may be needed or desired to be
added to the librany. Thesc suggestions then go to the Director. who submits them to the Library
Coordinator for futurc consideration.
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What are the admission requircments for studenis taking distance cducation courscwork? (If there are any
differences from the residential admissions policy, explain,)

N/A

How does the campus make it clear in writing at the time of enrollinent:

96.1 How the student’s tdeniity will be venified throughoui the course and program?
N/A

96.2 How the student’s privacy will be protected in the identity verification process?
N/A

Descnbe the orientation program for distance cducation and/or self-paced students,

N/A

CURRICULUM CONTENT AND INSTRUCTION AND DELIVERY

9.9

9.10

9.11

Desenbe how micraction between faculiy and studenis takes place,
N/A

Descnbe how iinteraction among studenis takes place.

N/A

What is the studeni-icacher ratio for distance education courses”?

N/A

9.11.1 Descnbe how this ratio is appropriate and provides sufficient interaction between the faculty and the
students and among students.

N/A

FACULTY AND INSTRUCTIONAL SUPPORT

912

9.13

9.14

Descnbe the faculty traiming program to prepare faculty to teach self-paced courses or in a distance education
cnvironment.

N/A

Identify the educational resources and technology available to faculty on campus and on-line.
N/A

ldentify the platform used to deliver instruction.

N/A

RESOURCES AND EQUIPMENT

9.15

9.16

What is the budget allocated to distance education delivery”
N/A

Describe the instructional resources, equipment, and library resourees available to students on-linc and
residentially.

N/A

STUDENTS AND STUDENT SERVICES
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Explanation of Self-Study Planning Process

The West Virginia Business College Self Study Narrative has been a complete and comprehensive evaluative process of
institutionz) policies and procedures on balance with current ACICS Criteria. This thorough course of actlon has provided
the opportunity to examine both institutional and campus specific improvement plans for West Virginia Business
College. Our entire staff and faculty have participated in and learned from this process; all at varying progress points of
completion,

f. The Organizational Plan — The operative plan of action concerning our self-study submission to
ACICS has been created and monitored by ([ - Gereral Manager of west Virginia
Business College. IIpublished the timeline of completion, delegation of duties regarding
staff and faculty; paying particular attention into the strengths and weaknesses as well as Interests
of the personnel involved, and finalized the submission to ACICS by securing forms and applications
needed.- also served as the central depository for all documents uploaded through the
ACICS portals for both the Wheeling Main and Nutter Fort Branch campuses.

I. The Supervisary Committee — The oversight committee creating the Nutter Fort Branch Campus
self-study narrative consists of the Director of the College, # He is responsibie for
the narrative generally. Assistance in writing and editing the self study was provided by the General

Manager, NEEEEE ~) departments offered narrative sections and edits in concert with ]
efforts.

. The Preparation and Participants

The General Manager, Director of the College, the Financial Aid Administrator, Career Service
Officers, Department Chairs, and Instructors from each of our four academic departments, have all
contributed to this self-study narrative. The following Nutter Fort Campus administrative and
facuity individuals have contributed to the preparation and completion of the self-study narrative
submission;

| Director of the College

Finantcind Aid Adntinistrato

Career Services Officer
Business Dept. Head

WVBC General Munage
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Self - StUdy Narrative Revised: May 1, 2013

All supporting dacumentation and exhibits referenced in this Self-Study Narrative must be maintained at the carnpus location for
review by the accreditation visit team - Do not submit your supporting documentotion with this application,

INSTITUTIONAL PROFILE

INSTITUTIONAL INFORMATION

Name: West Virginia Business Colleue

Address: 116 Peansvlvania Ave. Nutter Fort. WV 26301

ACICS 1D Code:

Campus Classification: Main [] Additional Location
If an additional iocation, please provide the following information;
Main Campus Name: West Virginia Business Collepe
Main Campus Address 1032 Main St. Wheeling. WY 26003

Main Campus ID Code:
History of accreditation with ACICS and sith other agencics:

West Virginia Business College has been accredited under current ownership since 1989 Institutionally, West Virginia
Busincss College is a member of the ACICS Century Club and has been accredited by ACICS since 1912,

Bricf history of the institution:

West Virginia Busincss was established in 1881 in Clarksburg, WV Its original namc was Elliot Commercial College
after ws first owner and President. The college’s primary focus was Railroad Operation since it was the primary industry
at the time. [n 1911, the College changed its name to West Virginia Business College and also changed its focus of
study to support small. one owncer businesscs. From 1881 to 1989, West Virginia Busiicss College remained in the
Clarksburg area continuing to adapt to the ever changing economic conditions focusing on the basic fundamentals of
business. Classes focused prnimanly on Small Business Management and Secretanal Sciences. In 1972, West Virginia
Busincss Collcge was credentialed to offer Associates Degrees along with Diplomas. The ficlds of study grew to
include Medical Assisting, Computer Scignces and Paralegal Studics. In 1989, a branch campus was added in Wheeling,
WYV The demand in Wheeling was so great and as the campus grew at a rapid rate, the Board of Directors decided to
dcem Wheeling as the main campus and Clarksburg as the branch. The Clarksburg campus moved to Nutter Fort WV, a
suburb of Clarksburg, to occupy the histonic Roosevelt Wilson High School. West Virgima Business College is the
oldest pnivate propretary college in WV spanning over 130 years.

List of recent (past three years) complaints or adverse actions and current status:

The Nutter Fort. WV campus had one complaint duning Summer Quarter 2013, This complaint was due fo studcats
being upset they had not received personal expense checks for the quarter which they felt they were entitled to. In
actuahiy funds had sot been reecived to ereate a credit at that point. It is College procedure, for anv student signing a
Voluntary Autorization form, to pay the outstanding balance on their account first then additional funds are applied to
their requested personal expense checks, This procedure is explained during the imitial finanical aid meeting and upon
signing the Voluntary Authorization fonm as well as being repeated at every Registration day presentation.

List of contracts or agrecements with other institutions or cnfitics; {consortium agrcements, articulation agreements, etc.)

West Virginia Business College holds an articulation agreement with Salem Intemational University. Generally. the
agrecment provides for any West Virginia Business College graduate holding an associate degree status with a 2.50
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CGPA: shall be accepted into Satem International University with full credit transferrability. This will permit a student
t0 begin a Bachelor's degree pursuit at a discounted rate.

List of international activities:

West Virginia Business College holds no intemational activities,

Description and scope of distance cducation activitics:  Hvbnd [ ] Fuliy Onlinc [ ]
Nonc

Participation in Federal Financial Aid Programs: Yes No []
INSTIUTIONAL CHANGES

Descnption of major changes since the last institutional revicw m the following arcas:

Management: James Weir has been promoted to the position of General Manager in March of 2014
Change of Ownership:  No ownership changes sinee our last institutional revicw.

Program offerings: No major changes since our last institutional revicw,

Curriculum: No major changes since our last institutional revicw

Institutional delivery:  No changes since our last institutional review.

Other changes: No changes since our last institutional review.

1.  MISSION, OBJECTIVES, AND INSTITUTIONAL EFFECTIVENESS

Every cducational institution should have a mission. which is its specilic purposc Tor existing. The mission of the institution must be
stated in the school'’s catalog and in other publications readily available o the public. The mission must be completely, clearly. and
simply staied in terms readily understandable by a prospective student. parenis, the public. and other cducational institutions. The
mission should be devoeted substantially (o carcer-related cducation and should be weasonable Tor the program of instruction and
Tacilitics ol the institution, Each institetion should be capable of demonstrating its cducational clTectiveness through assessment and
documeniation of student oulcomes. This assessment must include evidence that the institution’s anmual retention and placement
raics are in keeping with ils mission. The instilulion's inission siatement should be consislent with cducational and cmploy meny
oulconks of its students. In responding to the questions below. pleasc consull Sections 3-1-104 through 3-1-113 of the
Accreditation Criteria.

MISSION AND OBJECTIVES
1] How was the mission developed?

This mission of West Virginia Business College was developed from the strong belief that a high school
education is not satisfactory in preparing employees to successtully, and reliably, meet the current needs and
ongoing chailenges of the busmess world. In closc consultation with the West Virginia Business College
Advisory Board, the Collcge came to realize that its main purpose was to train students with effcctive skills that
would attest to a graduates skill set and permit them to be a valuable and vanable asset within the workplace.
This causative cffect led the College to develop superb methods for a refined enrollment procedurc and an
ongoing lifetime placement system.

12 State the institution’s mission and supporting objcctivces.

The statement is as follows: To caroll students. train students. and assist students in locating cmployment.

1.2.1  Citc where 1t is found in the catalos,
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The mission is found on page 7 of the current West Virginia Business College catalog.
1.2.2  Explain how the supporting objcctives arc devoted substantially to carcer-related education”

WVBC belicves there is a need for carcer training to prepare voung adults to successfullv mect the
challenges of the business world. It is the purpose of the college to provide students with the skiils necessary
for a productive future and to develop in each student an understanding of the responsibilities and obligations
involved in ethical. professional conduct. The encrgies and resources of the college are wholly focused on
teaching cmplovable skills and building sclfvonfidence in cach student.

1.2.3  Explain how the supporting objcctives arc reasonable for the program(s) of wstruction, modc of
delivery, and faciities of the campus?

Through the combination of small classes with a lower student to teacher ratio, and the usc of
appropriate texbooks and teachers: with expernence in their field of study: through lecture and testing. West
Virginia Business College delivers what is necessary in each program to propare the student for the workplace

Explain how the faculty. financial resources. physical plant. admintstraiion, management. and educational
activitics contribute to the unplementation of the institution’s mission.

ACICS Critena provides this basis when emploving faculty and assigning classes. This criterion is united with
the instructor’s collcge cducation and achicvement of degree(s), as revealed on required official transenipts.
Work experience shown and vertfied on professional resumes, curmiculum vitas, and learned also through
personal intervicws. Additional credence is given to practical knowledge of a candidate s particular ficld of
cxpertisc.

The training and academic componcnis of the College mission are arcas most affected by accepted Faculty.
Lectures and mentonng sessions. class trips and guest speakers, are only a small part of the Faculty merger into
the College mission. Below is how the appropnately educated and trained faculty member contributes to the
successful implementation of the College mission:

The Faculty presents a combination of lecture. presentation of techniquces. and onc-on-one studcnt assistance
when aiding students in masicning machine-oricnted classes or concept classcs. Tcachers also cnable students
to expenience real business scttings by taking them on field trips or bnng in guest speakers Faculty is also
required to maintain and demonstrate high standards of personal and professional behavior, not only while in
the College employ. but also in the community at large.

During weekly faculty mectings students concerns arc discussed by the faculty and the Dircetor, This allows
teachers to give and receive ideas and solutions. and share concems, not only about students but curniculum as
well.

FACULTY:

ACICS Cntena provides an excellent basis when emploving faculty and assigning classes. This criterton is
united with the instructor’s college education and achicvement of degree(s). as revealed on required ofhcial
transcripts. Work expenence shown and venfied on professional resumes, curriculum vitae, and as leamed
through personal interviews. Additional eredence is given to practical knowledge of a candidate’s particular
ficld of ecxpertise.

The trawning and academic componenis of the College mission arc arcas most affected by acecpted Faculty.
Lectures and mentoring sessions, class tmps and gucst speakers. arc only a small part of the Faculty merger into
the College mission. Below is how the appropriately educated and trained faculty member contributes to the
successful implementation of the College mission;
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The Faculty presents a combination of lecture. prescatation of techniques. and onc-on-one studcnt assistance
when aiding students in mastenng maching-oriented classes or concept classes. Teachers also enable students
to expenience real business settings by taking them on field trips or bnnging in guest speakers.

Faculty members are also required to maintan and demonstrate high standards of personal and professional
bechavior, not only while in the College employ, but also in the community at large.

Dunng weeklv faculty meetings students' concerns are discussed by the faculty and the Dhrector. This allows
teachcers to give and reeeive ideas and solutions, and sharc conceins, not only about students but curriculum as
well. This 1s documented as a retention tool for operational use by other faculty members as well as the Campus
Dhrector.

FINANCIAL RESOURCES:

Financial resources have provided a new medical lab and mock surgical suite for all medical related programs
offered by WVBC'. Addinonal provisions include a set of 15 Lenovo All In One computers for the computer fab
along with the internet access purchased in 2012, subscquent development in our wircless intemet access for
remaining computers located m a seeond computer lab, an onhne libranv accessable on the www wybe.edu web
sitc, and the acquisition of hundreds of lcgal reporters for reference purposcs which constitute the largest
physical law library in Ohio County, West Virginia and open for public usc. Further, intemet access has been
wired to the office of the Career Service Representative. Financial resousces also provide salanes for teachers.
classroom cquipment and supplics for the medical lab and surgical suite. This promotes the mission by
demonstrating the college’s educational efforts.

Additionallv. financial resources go towards the salary of the Carcer Serviec Representative, This person is
afforded 12 hours per week dedicated exclusively to placement of graduates, helping to fulfill the third part of
the institution’s mission.

Advertising contributes greatly to the first and third parts of the mission statcment. Through financial resources
dirccted to various media such as television, radio. newspaper. and pamphlets. WYBC atiracts the attention of
potcntial students as well as potential emplovers.

PHYSICAL PLANT:

The physical plant of West Virginia Business College is located at 116 Pennsylvama Ave. Nutter Fort. West
Virginia. The College is located one block from Route 20 and within 3 miles of Interstates 30 and 79, The
colicge is very accesible from all points. There 1s adequate free parking. The campus is 3 blocks from the city
policc station, and withint 5 miles of the campus there is access to financial. medical, travel, and emcrgency
services. This location makes it accessible to future emplovers and graduates secking emplovment in the local
business community. There is also Bus and Taxi service to and from the school, The campus has never had a
felony erime committed on the premis or adiacent public property.

ADMINISTRATION:

The admministration works closcly with instructors focusing on student nceds from the cnrollment process
through their matnculation. In addition, the Administration — including Financial Aid. make every effort to
stmulate a real work experience with regards to following proper procedures and behaving professtonaly all all
times. Administration also monitors all procedures per ACICS guidelines to ensure swift and correct action is
taken regarding the student expencnce. The mitial student process is a handheld styvle to reduce the effect of
stress in retuming to school . This monitering has proven effective and is a valuable nuance to the College
mission.

EDUCATION ACTIVITIES:

The educational activitics are all desizned with a singular goal in mind of placement of our graduates into sood
jobs within their ficlds of studv, Teachers arc required to host onc relative ficld tnp or guest spcaker per class
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per quarter. This requirement,, in addition to lectures. gives the students a change of pace during the course of
instruction. Recent activities have included trips to the Highland Hospital. CityNet. Harnison County Senior
center, MCM busingss svstemas. as well as the Harnson Co. Court and local Accounting firms,

What are the provisions for ensuning that the mission is subjected penedically to critical review by the
administration and faculty to detcrinine if the campus is fulfilling its cducational mission and mecting the necds
of the community?

The Campus Effectiveness Plan (CEP) is the cmbodiment of the college™s mission. Administration and CEP
committee members review this quarterly through scheduled development meetings, WY BC has a system in
place which allows for program. departmental. and cumcula advancement. This system is expressed through
collaborative mectings. Outside of this process. faculty and administration are alwayvs cncouraged and may'., at
any time. submit suggestions to the General Manager bv following our published Organizational Structure
located through the building, These suggestions arc then revicwed and any cffort to improve academic
putcomces is taken into consideratton.

How do degree programs cmphasize both the achicvemcent of vocational objectives and gencral cducation?

In constani consultation with our WVBC Advisory Board, administration, department hcads. as well as faculiy
and students; input is also sought from busincsscs within our area which venfics and validates our cxistence,
mission and ultimately the success of our programs. The Campus Effectiveness Plan was developed following
ACICS critcna in collaboration with arca businesscs and community lcaders. WVBC 1s an occupational
associate’s institution: vocational objectives are stressed far more than general education. However. WVBC
does recognize the importance of applied gencral education courses in support of our vocational abjectives.
Classcs such as Litcraturc/Composition. Oral Communication. Basic Mathcmatics. Psvchology, and
Interpersonal Communications augment and provide a solid more rounded educational experience.

Dcscnibe the administration’s plans for any chaiiges in the institution’s mission and/or supporting objectives.

At this timc. West Virginia Business Colicge docs not have stated plans o alter our corc mission and supporting
objectives.

INSTITUTIONAL EFFECTIVENESS

1.7

How was the campus cffcetivencess plan (CEP) developed?

The Campus Effectiveness Plan for West Virginia Business College was developed from specific ACICS
critenia and expressed through tracking, sunveys. evaluations. and analysis completed with graduates,
employers. and current students. The institution is continually improving i1ts effectiveness based on the results
of the surveys. WVBC always sceks to allow the cstablishiment of a more dircet and open relationship for
students with administration. Mcntoning scssions have also been more fonmalized to allow a specified tinc for
assigned Mentors to meet with mentees individually, We feel these activities will ultimately help retention as
well as the overall student expericnee at WVBC.

There are also plans for the Admissions Representative to visit high schools in order to build a solid working
relationship with Guidance Counsclors at surrounding High Schools which may have students interested in our
training and educational benefits. By enroiling high school seniors, WVBC hopes to establish a higher retention
rate, because these vounger students arc used to attending classes, have an immediate goal in mind, and
generally have a support tcam in place, i.c.. parcnts, family. fniends. ctc. which will allow them to focus on their
education and complete their program to a very high success rate.

1.71  Who is responsible for implementing and monitoring the pian?

The General Manager of West Virginia Business College is responsible for implementation, scheduling
and monitonng of the CEP. Each Campus Director has immediate operational responsibility and a duty
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to maintain and submit all faccts and components of their respective CEP's and report to the General
Manager as scheduled.

What are the annual retention and placement rates for the campus, if applicable. for the past three vears?
{Provide the numbers used to calculate the rates. and explain as necessary')

Year:2012/13  Rate:71% Placement 73% Rctention
Year:2013/14  Rate:73% Placemeni 70% Retention
Year:2004/15  Ratc: 82% Placement 72% Retention
Explanation (if nccessarv)

Rates arc expressed with supportive documentation on both the annual CAR and CEP reports as submitted to
ACICS.

How do thcse annual retention and placement rates comparc to prior rates. tf applicable. and to ratcs at similar
institutions?

Raies are expressed with supportive documentation on both the annual CAR and CEP reports as submitied to
ACICS.

What are the campus ™ retention and placement goals for the next reporting vear?

Retention: 75% - The retention goals for WVBC are set higher each year for retention and placement. There are
several factors influencing the retention of our students. A majonty of the student population contimues to be
single parent, one or no income adults. Geographic region is also a factor affecting rctention and placement.
There are so many moving parts to retention that a great deal of time and triai and error come into play. The
campus has for example attempted the same thing twice to improve retention in the past with completely
different opposite results. While the campus always strives to raisc it's retention rate the campus does not want
it to go fower cither, Gur goal though is to meet the ACICS thresholds.

Placement: 80% - The North Central West Virginia region, while now ¢xpenencing a boom in

the o1l and gas industry, has histoncally found lesser opportunity professionally than larger metropolitan areas
that are within driving distance. Additionally. large selections of student’s are first ime family members
attempting collcge. They tend to come from rural arcas where transportation and personal finances arc prevalent
obstacles to academic progress. Further, West Virginia continues to be a blue-collar statc and many students
have lost jobs in factones or coal minecs that have shut down or severely cut back in personnel. Therefore,
students atend WVBC programs that offer retraining. and a desire for a new and more sccurc nature of work.
Yet, the mentality of blue collar work runs deep and the challenge of WVBC is to consistentlv offer a better
way. If not, students will return to the same tvpe of work upon graduation duc io this decp-sceded mentality,
The campus is generally satisficd wath the placement of it's graduates and would like to maintain this.

1.10.1 What factors were taken into consideration when developing these goals?

Using baseline numbers for cach catcgory and cstablishing rcachable goals while understanding our
cmployment trends in our geographic region as well as the intent of our current students once
graduated.

Explain how the activities undertaken to meet the retention and placement goals enabled the campus to maintain
or improve retention and placecment outcomes over successive vears?

West Virgiunia Business College places extreme emphasis on career services along with our ability to retain
students. This combination has viclded relativleyv high retention and placement rates. While these activities
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have allowed the institution to maintain acceptable retention and placcinent rates. we arc in a continous statc of
secking nnprovement in these specific areas,

What data are utilized to evaluate the following ¢lements:
a. Leve! of graduate satisfaction
A survey imcthodology is used to detenmine fevel of student satisfaction.
b. Level of employer satisfaction
A survey methodology is used to detenmine the level of employer satisfaction.
¢. Student leaming outcomes

The pre-post test methodology is used to determing the level of student leaming outcomes. Relatve to
this methodology is a goal sct to 10% minimuem improvement as outlined in the campus CEP

1.12.1 Explain how the data is collected and used to improve educational processes for the following elements:
a. Satisfaction of graduates

The data 15 collected. analyzed. and used to determine if there is something that the campus
may want to alter. change or add to a program or class that would enhance the educational
cxpencnce and create a better preparcd student for emplovment. In addition, we aim to preparc
students who are uniguelv satisfied with their education at West Virginia Business College.

b. Satisfaction of cmiployers

This data sample is eollceted, analvzed, and used to determunge if there is somcthing that the
campus may want to alter. change or add to a program or class that would enhance the educational
experience and create a better prepared student for employment. In addiiion. we aim to prepare
students whom the emplover will be uniquely satisficd with the education of at West Virginia
Business Collgpe.

¢. Student leaming outcomes

The data samplc is coliccted, analyzed and utilized to determinc if there is somcthing that the
campus may want to alter. change or add to a program or class in content or delivery for example.
to improvc the lcaming outcome and retention of what is nceded for a particular class or program.

How is the campus effectivencss plan evaluated?

At WVBC. campus effectiveness is monitored primanly through the Continuous Improvement Committee. the
body tasked with helping to improve the overall quality of WVBC's educational programs, policics, and
procedures by establishing an ongoing process of continuous evaluation. review. and improvement.

The committee is cstablished by positional structure and is as follows:
General Manager (chair)

Canpus Directors (onc per campus)

Admissions Representatives (one per campus)

Financial Aid Managers (one per campus)

Career Services Representatives (one per campus)

Faculty department heads and/or representatives for the Legal.
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Medical. Information Technology, and Busincss Departiments (at least one per departinent, per campus)

The membership of the Continuous Improvement Committec is central to effective distribution of evaluation
respousibilities throughout the instimtion and is aligned with administrative roles and authority as depicted in
WVBC's organizational structure charts. Because Commitice members are capable of providing current updates
bascd on depantmeni-lcvel mcetings that occur between quarterly mectings, the Continuous Improvement
Committee is central to creating a continaous improvement loop in which represcntatives from cach functional
arca of the institution are prepared both to implement Campus Effectiveness Flan (CEP) activities and to
provide feedback on current performance vis-a-vis bascline rates. The Continuous Improvement Committee
then makes recommendations for improvement to the General Manager based on its analysis of current
ouicomes. This process remains unchanged.

1.15.1 What s the schedule for evaluation?

The 20135 Commitice meeting schedule 1s currently based on WVBC's academic vear. with one mecting
scheduled, generally. for the fourth Thursday of the last month of each academic quarnter. (December
mceting dates. however. are adjusted to accommodate holiday office closures.} However. the College is
in the process of realigning the CIC meeting schedule to correspond with ACICS CAR report.
Therefore the CIC meetings from 2015 and forward will reflect a quarterly meeting based on the CAR
calendar,

ORGANIZATION

Eacl institution should have an organivalional structure designed 1o promoic among all stalT a spirit of understanding. cooperalion,
and responsibility. Performance standards and monitoring coatrols nced (o be emploved o insure adequate administrative
functioning. The annual budget expeuditures should be adequate 1o properly implement the slalzd educational objectives of the
institution, In responding 1o the questions below. please consull Sections 3-1-200 through 3-1-203 of the lccreditation Criteria.

2.1

Descrbe the sovemance. conirol. and corporate organizaiion of the institution and cite where it is stated in the
catalog.

West Virginia Business College s a private cocducation institation founded in 1881 under the laws of the state
of West Virgmia. The Board of Directors assumes control of the institution. This board conststs of John A,
Tarr, IV - President, Thedosia Tarr — Vice President/Secretary/Treasurer, This information is found on page 3
of the institution’s catalog.

How does the adiministration ensure that faculty and staff clearly understand their duties and responsibilities. the
person to whom they repont. and the standards by which the success of their work is measurcd?

Faculty members arc hired by the Campus Dircctor. At the time of their offtcial hiring. tcachers are given an
orientation by the Director. At this time. they will go over all documents in their personncl file. read and sign
their job descnption. recad and sign the WVBC Empilovee Handbook, and review the (teacher instruction pages)
T-pages. Copics of all signed documents arc given to emplovee. An Annual Faculty Devclopment Plan is
compicicd by cach teacher. All faculty membcers complete a new plan at the beginning of cach vear. At the end
of each quarter. the teacher and the Director review the plan to sce if poals set have been met. Improvement
plans or adjustments to goals are then discussed. Additionally. T-pages arc revicwed periodically during faculty
meetings. This allows tcachers to be informed of any new policics or procedures. A copy of the teacher’™s T-
pages are emailed to teachers. Via mails. teachers receive memos, updates, calendars. and so forth, that need
attention berween meetings. Each teacher is fonmally cvaluated by the Director once per quartcr. This
evaluation is reviewed at the same meeting towards the and of the quarter as the development plan. All
documents are placed in their personnel file.

2.2.1  How is this documented?
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Weekly mectings arc held for both staff and faculty. At these mectings all goals, procedurcs, and issucs
are discussed. The Director makes an unannounced visit to each teacher’s classroom at least once per
quarter. An official evaluation is then completed. Once this evaluation 1s discussed with the teacher, it
is placed in his/her file. Also dunng this onc-on-onc mecting, the Annual Facultv Development Plan
(form |18} 1s reviewed to see if goals for the quarter are being met.

During the eighth weck of cach quarter, cvery student is asked to complete a Staff and Faculty
Evaluation form. They are also urzed to make comments. These cvaluations, upon analysis by the
Dircetor and General Manager, serve as an indicator of the level of satisfaction among the student body
of the institution. Since these evaluations are private, a synopsis is made by each campus Director and
originals are discarded,

Additionally, an annual surveyv 1s completed each October: which adds to the student mformation
available to the faculty and statf. All students arc urged to take any cniicisms, ncgative or positive, to
the administration at any tine,

How does the administration monstor and evaluate activities of faculty and staff?

Weekly meciings are held for both staff and faculty. At thesc meetings all goals. procedures. and issues are
discusscd. The Dircctor makes an unannounced visit to cach teacher’s classroom at Icast once per quanicr. An
official evaluation 1s then completed. Once this evaluation is discussed with the teacher, it 1s placed in lis/her
file. Also during this onc-on-onc meeting. the Annual Faculty Development Plan {(form [ 18) is reviewed to sce
if poals for the quarter arc being met.

During the cighth weck of cach quarter, cvery student is asked to complete a Staff and Faculty Evaluation form.
They are also urged to make comments. These evaluations, upon analysis by the Director and General
Manager. scrve as an indicator of the level of satisfaction among the student body of the institution. Since these
cvaluations are private, a synopsis is madc by cach campus Dircctor and originals arc discarded.

Additionally. a annual survey is completed cach October: which adds to the student information available to the
faculty and staff. All students arc urged to take any cniticisms. ncgative or posttive, to the administration at any
time,

Descnbe how the administration provides for the professional integrity of the staff and the academic freedom of
the faculty.

The admintstration provides a “Standards of Conduct™ section within the emplovee handbook, which advises all
cmployees on matters conccruing standards of integnity, ethics. and behavior, both in and out of the workplace.
it makes clear that there are only to be professional relationships with siudents. and any personal relationships
are shunned. Employees are expected to. at all times, exhibit both civic and moral behavior.

How is the policy for ensuning academic freedom communicated to faculty?

Faculty members are encouraged to instruct their classes according to their own personal styles, strengths, and
personalitics within the broad guidelings of the course svllabus. Additionally, teachcrs are at all times
encouraged to submit suggestions for new lexts. classes, and so forth. Finally, tcachers are given wade latitude
when initiating field trnips and guest speakers. This s all completed with little or no interference by the
administration. All of these items allow for great academic freedom.

Descnbe the grievance policies and procedures for students, employvees. and other interested parties. How are
students, faculty, and administrative siaff made awarc of these policies?

A three (3} step gnevance procedure 1s provided by WYBC.
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Step | ~ Any student with a grnicvance or complaint may request an individual conference with the instructor or
meniar,

Step 2 — If a satisfactory resolution to the problem is not reached. the aggrieved party is encouraped to seek
guidance from the Campus Director.

Step 3 ~ If the previous steps have not been resolved within a 48 hour period from the onset of the incident, the
ageneved party must submit in writing all the facts of the grievance to the Director. Within 24 hours of receipt
of the written complaint. the Dircctor will schedule a Grievance Commuttee hearing. The time of the meeting is
communicated in writing to all parties. The committee consists of the Director and two (2) staff or faculty
membcers not involved in the incident.

Alil persons arg to be present at the hearing. All involved are given the opportunity to discuss the grievance.
Oncce all partics arc finished. they arc excused. Then, the committee, taking all into account, makes the final
decision, This decision is communicated to all parties within 48 hours, [If the decision 1s unacceptable by any
party. they may file a complaint with ACICS at the address/phone number provided in the institution’s catalog,
All faculty, staff, and students arc provided with this information through the school s catalog. These policics
can be found on pages 22 and 23 of the catalog.

Desenbe any plans for the improvement of the organization.

The Administrative Assistant is continuing her education and is currently enrolled in a Bachelors degree
program. The Financtal Aid Admimstrator has attended a WYHEG seminar and a seminar on VA benefits.
Additionally, the Dircctor attended a recent ACICS Accreditation in Washington, D.C

FACULTY - STUDENT DEVELOPMENT

West Virginia Business College i1s continually secking top talent to teach classes offercd within our programs
The College ts in a constant state of advertising and interviewing in order to mect this goal. In addition. the
Collcge is actively sceking to increasc student enrollment and train more individuals for occupations which, we
believe, will strengthen our local economy and allow West Virginia Business College to play an integral part in
that overall growth. The College is thercforc committed to the following;:

1. Requiring Admissions Representatives to visit high schools in the arca and thus increase our visibility to high
school graduates. West Virginta Business College is committed to lowerning the relative age of our student body.
In order to achieve that goal., we must address the high school market in our surrounding area much more
aggressively,

2. For visibihity and support of our Admissions Representatives we offer a wide range of marketable
“reminders” that include WVBC bracelets, T-Shirts, Staff Polo Shirts. Book Bags. Lanvards, Decals, and
stmilar productions in an effort to increase our visibility in our surrounding communities and overall presence
in ar¢a high school settings.

ASSOCIATIONS (Medical and Legal)

West Virginia Business College is currently secking partnerships with tocal companies. law firms, and hospitals
to beiter educate our student population. We are currcatly sceking relationships with:

1. Several smaller. local legal firms as student need ariscs.
2. Salem Intemational University |existing anticulation agrecment|
PHYSICAL PLANT UPGRADES

West Virginia Busincss College has recently constructed a new medical 1ab. This medical lab was competed in
concert with local area hospitals permitting access. A College study was completed and construetion began and
finished within a calendar year. Medical students are currently bencfiting from this new medical lab. Plant
upgrades include providing live stream access to our web page which will allow for all 1o sce examples of our
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cducational processcs, our special programs, in-scrvice possibilitics, increased visibility and a more cutting
edge feel to our curncula.

In addition we are in pursuit of ABA approval for our Paralegal program. Only one of a handful of proerams in
the State of West Virginia. WV BC believes our program to rank among the best in the region. Achicving ABA
approval would enhance that program cven more.
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ADMINISTRATION

Each institition must coordinate its administrative funclions to best serve is educational mission. All sialT shouid be well maived to
camy oul administrative funciions. Detailed record keeping enhances the management of the institution. In respondiug to the
questions below. plcase consult Sections 3-1-300 through 3-1-303 of the. lccreditation Criteria.

Who is the on-site administrator and what are that person's qualifications for this position?

Robert Wright is the Campus Director/On-Site Adnunistrator. Mr. Weir has vast experience in his
field. He has both teaching and administrative experience. Mr. Wright has both instructional and
administrative experience as a former bank CEQ and past business owner and teaching experience at
other local colleges. He currently holds a Bachelor’s degree in Accounting from Alderson Broaddus
Universtty and is fully qualified as an on-site administrator.

How does the administration provide for continuous evaluation of the foliowing functions:

a.

Programs of study

Bi-annually, the Director and Advisory Board meet to discuss input on curriculum updates, job
market changes, and general community information. This proyides the college with
information to keep WVBC up-to-date and competitive. The Campus Director will also
penodically contact Advisory Board members individually for specific program additions and
deletions relative to community needs. Advisory Board members are chosen, in large part, for
their business intelligence and expertise in the field.

Teachers are also encouraged to submit suggestions tor changes in classes, progranis, texts,
and so forth. These are submitted to the Director. Upon approval, they are submitted to the
corporate office for final approval or denial.

The Career Services Representative informs the Director if potential employers request
specific needs that WVBC does not provide in 1ts current course of study. Graduate and
employer satisfaction surveys are reviewed by the Career Services Representative as well and
suggestions are submitted to the Director.

Student aciivity programs

The college does not require nor evaluate student activities due to the diverse lifestyles of the
majority of our students. There does exist, when interest is high, a Student Council, which is
totally student-run and student-funded. Approximately once a quarter, there is a student
party/get-together. This often coincides with a holiday, the end of the quarter or perhaps
graduation. Quarterly, a pizza party is offered by the College to students who participate in the
school’s Bulletin Board coniest. Students will post a bulletin board relative to their class and
the winner is chosen by the DR to teceive the Panty. Also at Halloween, WVBC awards a gift
certificates to both a day and night student who have the most interesting costume.

Guidance services

All faculty, staff and administration are involved in the guidance of the students. The
Admission Representative initially guides the student in the proper direction as far as attending
the college and which program is right for him/her. The Financial Aid Administrator guide the

student throughout his/her career at the college in all the financial aspects such as FASFA’s,
Pell grants, student loans, and so forth. The Administration Assistant will assist in advising
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students on related academic procedures and when necessary, schedule the student to meet
with the Director. The Director aids in the guidance of the student in his/her scheduling,
grading, attending, as well as any problems or issues that arise. The Director also assists the
student in contacting various agencies as the student’s needs arise. The Director additionaly
acts as a liaison between the teachers and the students; so if any issues come up involving
conflict, guidance is provided. Mentors and teachers bring their personal and professional
experiences to the students and in that way they guide the student into the real world of
business and the workplace.

d. Financial aid scrvices

The Financial Aid Administrator monitors and evaluates the activities of the financial aid
department. Internal audits are completed quarterly. Required audits are done annually by the
Department of Education via an independent auditor. Program reviews by the Department of
Education are also conducted. The Financial Aid Adnunistrator reviews students” financial aid
needs and advises them accordingly.

¢. Instructional procedurcs

Quarterly formal evaluations are completed by the Director through unannounced visits to the
classrooms. Students, quarterly, evaluate teachers by way af the Staff and Facuity Evaluation
completed during the eighth week of the quarter. Management analyzes these evaluations to
see if any changes in instruction or curriculum are necessary.

f. Instructional rcsources
The following instructional resource services are available:
1 Request for classroom materials quarterly — considered by admimstration
2 Repair requests as needed — repairs or replacements are made as needed
3.Suggestion forms requesting new texts and resources — considered by the administration
4 Requests for updated texts — Director works closely with book representative
5.Library Resource Request forms — considered by the administration

Also availabie are the following resources that may be used by any teacher and instructor-
supervised student;

1. Television

2 DVD player

3. Personal Computers
4. Wireless Internet Access
5. Overhead Projector
33.  What evidence is on filc to verifyv degrees of professional staff whose degreces are listed in the catalog?

Official transcnpts of each teacher are kept by WVBC in his/her personnel file. A copy of the actual
degree 1s displayed on a board in the haliway, and a copy is kept in the file.
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34.  What rccords are kept relative to the following arcas:

a.

G

Financial aid activitics

All Federal and State required matenals are kept in individuai student files. Permanent record
card notebooks and tuition and fee cards are kept in separate notebooks. West Virginia
Business College at Wheeling has recently started the process of electronic recording and
housing of all student records with an outside agency. The following are some examples of
required matenals:

1. Tuition Account Card

2. The Institutional Student Information Record

3. Verification material if the student is to be venfied
4 Proof of dependency if needed

5. Other records involving student status

Admissions

The following records are kept:

1. Copy of enrollment application accepted by the Director
2. Entrance Evaluation — graded
3 Representative Assessment ~ Form 1

Curriculum

The following vecords are kept:

Lesson Plans are turned in each Monday

Syllabi are posted in each classroom and updated quarterly or as needed
Permanent Record Cards (grades, GPA, and CGPA are posted quarteriy)
Registration Cards {(mid-term and end-of-the quarter grades)

Official Transcripts

Classroom Policy Letter

Guidance

The following records are kept:

1. Grade sheets

2. Advising forms (Form 77)

3. Graduate forms are kept with the Career Services Representative for future placement
Librarv or instructional resources

Virginia Business College utilizes a comprehensive online library with unrestricted access to
students and friends of the College. The Gale Academic One online library with supplemental
portals for both Business and Medical with additional resources for Health and Well Being, are
housed on the WVBC website at www.wvbc.edu. Students are given the simple log in
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information at registration and information is also posted throughout the campus on bulletin
boards giving ease of access. Legal students, while served on the Gale Academic One online
library, also enjoy one of the largest depository of Legal Reporters in the Tri-State area. Over
2000 relevant reporters were donated by a local law lihrary to WVBC and has been inventoried
and shelved in our exclusive Law Library. Open to the public during off hours, legal students
can utilize the Law Library to enhance their research skills.

Instructional supplics and cquipment

A supplies inventory list 1s maintained by the Director and housed within our filing system at
the College. Once per quarter, this list is reviewed and added to as needed. Input for this form
comes from the teachers, and staff; dependent on need. These forms are then sent to the
corporate office where it is decided what supplies to purchase.

School plant

The Nutter Fort Campus 1s housed at 116 Pennsylvania Ave. Nutter Fort, West Virginia. The
building is leased. The building consist of approx. 5,000 Sq. ft. There are currently 5
classrooms and plans for another 5, staff offices one of which is used for meetings, a library
and a student lounge. There is ample free parking. The building has 5 fire exits and 2 fire
extinguishers. Floor plans and evacuation routes are posted in each room.

Faculty and staff

The following personnel files are kept in the Director’s office:

. Annual Faculty Development Plan

. Interoffice Payroll Memo

. College Transcripts

. W-2/T-104

. I-9 Citizenship

. Resume/Application for Employment
. ACICS Data Sheet

. Employee Handbook

. instructor Evaluations

’ Copies of degrees — Instructors only

. Training, Credits, and Certifications earned while employed

Student activities

All student files are created based on a student file checklist - WVBC Form 79, organized and
are kept in a locked, fireproof cabinet.

All seated student account cards are kept in the fireproof cabinet in a three (3) ring notebook in
addition to the electronic version. Any separated student owing the College money is also kept
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within the same notebook. All graduate and dropout files are kept at the Wheeling Campus and
filed in a locked, fireproof room.

All graduate and dropout files are electronically scanned. A paper file is aiso maintained in a
locked fireproof file cabinet. Electronic files are housed in a separate, secure, external
computer dnye. Files are kept indefinitely.Files consist of’

. Diploma | Degree (if applicable)

’ Permanent Record Cards

. Application for Enrollment

. Tuition and Fee Account Cards [if balance due ]

. Refund Computation Forms

. Buckiey Amendment/H.S Grad/GED/Cash Paying/catalog

Student personnel

All currently seated student files are housed in the fireproof cabinet on site and kept locked
overnmght. All graduate and dropout files are kept in a locked, fireproof room at the main
campus in Wheeling. Electronic backup of records for active students is a two-fold process.
The College utilizes FAME, Financial Aid Management for Education, as well as
AmpEducator, Inc. a web based depository located in Toronto, Canada.

Campus Accountabilitv Reports

A copy of the report, itself, as well as the gnd listing each student in the report, program they
are in, and all information relevant to the report gnid, is kept in the fireproof cabinet. A copy of
the report 1s also housed at the main Wheeling campus and can be referenced easily online
through the secure log in located at www acics.org

Descnibe how student files arc maintained and organized. If students records are maintained
electronicallv, describe the system

All student files are created by a student file checklist - WVBC Form 79, organized

alphabetically and are kept in a locked, fireproof cabinet. All seated student account cards are kept in the
fireproof cabinet in a three (3) ring notebook. Any separated student owing the College money is also kept
within the same notebook. All graduate and dropout files are kept at the Wheeling Campus and filed in a
locked, fireproof room. All graduate and dropout files are electronically scanned and housed in 2 separate,
secure external computer dnve. Files are kept indefinitely. Electronic files consist of:

. Diploma | Degree (if applicable)

. Permanent Record Cards

. Application for Enrollment

. Tuition and Fee Account Cards
. Refund Computation Farms
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If applicablc, what specific testing rccords and acadernic and carcer advising records are maintained by the
campus for students admirted under an abilitv-to-benefit determination? Insert the analysis of the campus study
evidencing the relationship between admissions test cut-off scores and successful academic or emplovment
outcomes.

Ability-to-benefit students are not admitted to WVBC.

What procedures are used to obtain evidence of high schoo! and/or college graduation or equivalency
certificates with scores?

West Virginia Business College Form 5 and the Application for Enrollment is signed by all enrolling
students. This form states that the student has either graduated from a high school or completed a
GED. In addition, the College follows ACICS Criteria as well as all Title IV guidelines in
procurement of GED documentation.

3.6.1 Descnibe the procedurcs in place to venfy: that the credential camed is from a recognized/legitimate
institution and not from a “diploma mill.”™

High School graduate and GED documentation are verified through the applicable State Board
of Education.

What grading system does the campus cmploy to indicate stedent progress”?

The traditional grading system of letter grades of A, B, C, D, or F is employed. The institution is on
the quarter credit hour system. Graduate transcnpts are kept at the mamn campus in Wheeling.
Permanent Record Cards are maintained by the Director, showing the quarters and the grades received.
Transcripts are completed from these Permanent Record Cards for graduates and dropouts, and all
transcripts explain the grading system. All expressions listed above are provided in the WVBC
Catalog.

3.7.1. What s the unit of credit (scmester. quarter, or timester) used or clock hour?
Quarter credit hour 1s utilized
3.7.2.  How does the campus ensure that a transcript is maintained for each student?

Graduate and dropout transcripts are kept at the main campus in Wheeling. Permanent Record
Cards are mantained by the Director, showing the quarters and the grades received.
Transcripts are completed from these Permanent Record Caids for graduates and dropouts.

3.7.3. How is thc grading svstcm cxplained on the student's transenipt? Is it consistent with the campus
catalog?

The grade system for West Virginia Business College appears on each transcript produced for
a student. It 1s consistent with the WVBC campus catalog and 1s reflected as such;

Grading Scale Grading Quality Point Value
A - 100-90 Excellent 4.00
B - 89-80 Good 3.00
c - 79-70 Fair 2.00
D - 69-60 Poor 1.00

750 First Street, NE, Suite oo eashington, DU 2o0002-4223 @t - 202.436.67B0 @f— 202 Baz 2593 @www.aacsorg

ACCREDITIMNG COL - FOR INDEPEMDENT COLLEGES AND 5CHOOLS



38

3.9

ACICS Application for Accreditation - Self-Study Narrative
Page 18 of 50
Revised: May 1, 2043

F - 59-0 Failure Q.00
W - - Withdrew 0.00

How are records and reponis {e.g.. student. staff, financial) housed so that they are safe from thefi, fire. or other
possible loss?

All currently seated student records are housed in the fireproof cabinet in the financial aid office that
is kept locked. All graduate and dropout files are kept in a locked, fireproof room at the main campus
in Wheeling,

3.8.1 Ifthe campus utilizes computerized record keeping, what are the back-up procedurcs?
N/A
How long are student rceords maintained by the campus?

Student transcripts are kept indefinitely. All federal and legal requirements are observed in record
keeping.
Decscrbe any plans for improvement in the adminisiration.

The Admimstrative Assistant is continuing her education and is currently enrolled in a Bachelors
degree program. The Financial Aid Administrator has attended a WVHEG seminar and a seminar on
VA benefits. Additionally, the Director attended a recent ACICS Accreditation in Washington, D.C.
Training either off site seminars or onsite training and webinars are and will be used to update staff.
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4.  RELATIONS WITH STUDENTS

An institution’s mcthods of artracting and retaining students often arc subject to scrutiny and arc of considerable
concem to the public, to other cducational institutions, and to the Couneil. An institution’s recruitment cfforts should be
devoted to locating and informing students. in a professional and dignified manner, whe the institution can best serve.
Recruiting practices contribute to an institution’s image. Each mstitution also should stove to ensure that its financial
relations with students reflect the highest cthical standards and are in conformance with all state and federal lasvs and
regulations. Fach institution is required to develop a program of student personnel services that is consistent with its
stated mission. Such scrvices should support the cducational program and reflect the institution’s conecm for the
welfare of the student, In responding to the questions below. please consult Scetions 3-1-400 through 3-1-442 of the
Accreditation Crileria,

ADMISSIONS AND RECRUITMENT
4.1 What 1s the admissions policy?

WVBC rcquires the following for an applicant to be admitted:

I, To be interviewed by an Admissions Representative

2. To have eamed a diploma for a high school or to have a GED
3. To complete the entrance evaluation

4. To be accepted by the campus Dircetor

To enter a degree program., an applicant must score 20 or higher on the entrance
cvalvation. This is the onlv difference between admission to the diploma and the
degree programs. This policy is in adherence to the school’s mission of
admittance only of applicants that the institution decms trainabie and able to placc
in a carecr. Other factors of admission are athtude and behavior, which may be
detcrmined through stateinents madc or conversations with the Dircctor. The
policy also s that if a student who scored less than 20 can completc the

diploma program successfully he/she can at that ime re-cnroll into a degree
program. This affords the student the opportunity in the future and a goal to

work toward.

4.1.1  Docs the policv differ based on the credential awarded or program of study?
Degree programs require a score of 20. Diploma no score required.
4.1.2  Explam how the admissions policy adheres to the institution’s mission,

Our pohicy applies to our institutional mission as students are deemed trainable and placeabie after
successful completion of our given programs.

42 If applicable, what is thc admissions policy regarding cnrollment of ability-to-bencfit students?

West Virginia Business College does not admit ability to benefit students.

43 What records are maintained by the campus to reflect the basis for the admission of each student?
The following rccords arc maintained by WVBC for this purpose:
1. Original application for enroliment

2. Original cvaluation
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3. Record of aceeptance by the Dircctor {(on application for carollment)
4. West Virginia Busincss College Form 3
Describe the student recruitment program.

The mnstitution uscs individual Admission Representatives (AR) who call prospective
students and respond to thosc who have calicd the college. The collcge advertises on
television and periodically radio to create interest. When permitted. the AR visits high
schools and mects with the guidance counselors and provides information. A letter is
scnt once a vear to principals advising them of the WVBC Scholarship. mformation is
taken by administration from potential students who call in. The AR then returns that call
and sets up an appointment to be held in the person’s home or at the school.

Descnbe how admissions representatives are trained. compensated. and monitored.

The Director trains the Admissions Representatives with regards to presentation, applicable laws, and
regulations concerning legal and accreditation critena. As all staff and faculty. the AR is given a wntten job
descniption. This states that any misrepresentation is grounds for dismissal. Prior to an AR cnrolling a student.
they must demonstrate that they know and are comfortable with WVBC official standard presentation and are
able to convey it correctly. They must practice thus with management trainers. Admissions Representatives are
monitored by the Director. Appoinoments made by ARs arc written on a drv crasc board in the Financial Aid
Office as well as the Director's Office. In addition, the College employs a Google Calendanng Svstem which
aliows all administrative personncl 1o know the AR status at anv given time. Each morning the Admissions
Representative meets with the Dircctor to discuss procedures and activitics regarding the previous day.
Admussion Representatives receive an annual salary paid semi-monthly,

Descnbe the polictes and procedures regarding mcoming transfer of credit,
The college will accept credits carned from other aceredited institutions if the following criteria arc met:
L. The grade camed must be an “A.” with catalog and similar coursc description.

2, Quartcr-cquivalent hours must have been camed and the course must be
applicabic to their program.

No morc than one half (1/2) the requircd courses may be transferred. A morc
detailed descnption is seen on paees 11-12 of the catalog.

42

WYVBC currently holds an arnculation agrecment with Salem International University. The publication of this
agrecment is through the use of posters and are located on the Campus Director Announcement Board as well
as throughout the campus. In addition. the use of media outleis and portals of the announcement was ufilized.
Notification is given to students at the time of acceptance by the Campus Director. In order to qualify for
transferability, a student must eam at least a 2.5 CGPA and have completed a minimum of 135 semester credit
hours as eonvericd.

4.6.1  Where arc these policics and procedures published?

West Virgimia Business College Catalog - Page 12-13

462 Describe any articulation agreements with other institutions,
WYVBC currently holds an articulation agreement with Salem International University:.

4.6.3 Describe where the eampus publishes a list of institutions with which it has established the agreements,
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The pubiication of this agreement is through the use of posters and are located on the Campus Director

Announcement Board as well as throughout the campus. In addition. the use of media outlets and portals of the
announcement were utilized.

4.6.4  Descobe the process for notification to students of the articulation agreements and the transferability of
credits in the programs that are offered.

Quarterly a Representative from SIU comes to meet with ali graduating students to speak to them about

the articulation agreement berweein WVBC and SIU. Also during exit interveiws the CSR informs cach grad of the
articulation agreement and what 1s availabie to the student,

STANDARDS OF SATISFACTORY ACADEMIC PROGRESS

4.7

4.8

Who administers the standards of satisfactory academic progress (SAP) for the campus and what are this
individual’s qualifications to administer SAP?

The Campus Darcctor is responsible for following the satisfactory academic progress of students. This is bascd
on federal guidclines. This is examined by the Dircctor at the ond of cach quarter when GPAs and CGPAs are
calculated, The Campus Direcior notifies the Financiai Aid Administrator when a student does not meet SAP
standards. Ali protocols for SAP standards are located in the WVBC Catalog beginning on page 15 of the
catalog. Training for this moitormg has comc through ACICS workshop and wcbinar training as well as specific
Financial Aid Administrator training through vanous state and federal outlets.

How does the campus determine if a student 1s making satisfactory progress according to the policy?

Satisfactory Academic Progress (SAP) policy is outlined beginning on page 13 of the WVBC Catalog: and
reads as follows

The College has established satisfactory academic prozress (SAP) standards that all students must achieve and
maintain to be considered to be making mcasurable progress toward completion of his or her program of study'.
Thesc standards definc the quantitative -pace or percentage of complction .qualitative nicasure - minimum
cumulative grade point average (CGPA), maximum tme frame (MTF) for completion of a program of study
and other academic requirements. In order to recerve and continuc to be cligible for federal. state and
institutional financial aid funds. a student must maintain satisfactory academic progress, West Virginia Busincss
College evaluaies SAP applicable to the program of study in which the student 1s enrolled at the end of each
academic vear for programs that arc longer than an acadeiic year and at the cnd of cach quaner for programs
that are on¢ academic year or less 1n length. All students must complete and graduate from their program of
study within §30% of the published program length. Students not meeting these standards will be subject to
dismissal from Collcge. All students must have a CGPA of a 2.0 (Gradc of €} for graduation from anv program.
The quantitative component of SAP is the measure of the pace at which a student must progress through his or
her program of study to ensure completion within the maximum timeframe allowed and provide for the
measurcment of the student’s progress at the time of cvaluation. The pace or completion percentage is
calculated by determiming the cumulative number of credit hours the student has successfully completed divided
by the number of cumulative credit hours the student has atiemipted. Transfer credit hours accepted from other
schools that arc applied to a WVBC program of study are counted in the calculation as both attcmpted and
completed hours. A student must complete 66.67% of attempted credits per evaluation period in order to
complete program of study within the maximum time frame (150% of the published program length).

It is the Director. who is responsible for monitonng academic probation as well as SAP.

Attendance if verified by the Administrative Assistant, who aids the teachers in keeping a
rccord for their attendance policy.

Successful course completion is venfied by the Director after reviewing the Permanent
Record Card to determine if enough quarter/eredit hours have been eamed. CGPA is
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obtained. and all requircments for the program have been met. SAP (150%) is not
calendar based. but it 1s based on academic progress.

4 8.1  Who reviews the student's records and advises the student?

Campus Director with support from Academic Administrative Assistant as weli as the Financial Aid
Administrator,

482 Who monitors probation?

Campus Director

4.8.3  How is aticndance venfied?

histructor bascd attendance venfications - records arc then official and the responsibility of the Campus
Director

4.8.4  How is the cumulative GPA and pereentage of successful course completion venfied?

Based on SAP requirements and regulations, periodic checks are made for GPA. PACE OF
COMPLETION, and 130% : which are reviewed by the Campus Director.

FINANCIAL RELATIONS

4.9

4.10

If the institution sponsors institutional scholarship, grant, or loan programs. descnbe them and provide how
they are publicized.

An institutional scholarship 1s sponsored by WVBC. lts requirements are as tollows:

l. The student must have achicved at a minimum 3.0 {out of 4.0} GPA 1n high schooi.
2. He/she must currently be a senior in high school or a gaduate of the most recent senior class.
3 The student must reecive in writing a recommendation from the high school pnncipai.

The scholarship is explained in the WVBC catalog on page 18.

The AR c-mails high school principals by Scptember 30, which explains the scholarship. A follow-up is
complcted by the Admissions Representative who hand delivers a copy of the letter to the high school guidance
counselors. No grant or loan programs are sponsored by the school. There is also a President’s Scholarship,
which is awarded based on competitive testing.

What evidence does the campus have that demonstrates the tuition, fees. and other charges for all students who
cnroiled at the same tinic and in the same program are consistent. If they are not consistent, explam,

A breakdown of tuition and fees is provided in the catalog. No exceptions or special arrangeinents arc madc for
any student enrolling at WVBC. All students are charzed in accordance to the cost listed on student award
Ictters. Scholarship award recipicnts. as published in the WVBC Catalog, are presented with an award ictter
bascd on typc of scholarship received with applicable charges, if any,

What are the refund policics and procedures?

The refund policy 1s clearly outlined in the WVBC catalog page 10. as well as at the bottom of the enrollment
applicaiion.

The refund policy and procedurcs arc as follows:

l. Cancellations prior to the first day of class: [f applicants, acccpted by the institution. cancel
within five {5) busincss days following the date an enrollment contract is signed. the school will refund all
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monies paid to the institution. In the event of a canccllation notification following this period, but prior to the
start of classes, the institution will refund all monies paid.

bs Withdrawal after the commencement of classes: Student who withdraw during the first two (2}
weeks of the quarter will receive a tuition refund of 30% of the charped tuition for the penod. Students who
withdraw dunng the third week of the quarter will receive a tuition refund of 23% of the charged tuitton for the
period. Aficr the third woek no refund will be made. Application and other fees arc non-refundable. All Title
IV funds will be made in accordance with the rules and regulations of the US Department of Education. Retum
of funds will be based on the amount of time a student spends in school. This wili be determined by the
number of days in the enroliment penod {excluding scheduled breaks of five dayvs or more). [f the percentage
15 less than 60%, the appropnate amount of aid will be detcrmined within the allotted time frame, 1f the amount
is greater than 60%, no return of monics will be made.

3. Refund to Veterans will be made on a pro-rata basis as required by the Vetcrans Administration
and appropriate Statc regulatory bodics.

What are the qualifications of the financial aid officer?

A minimum of a 2vr degree in the ficld is required however a 4yr degree or working toward a 4 vear degree is
preferred. Expericnce may be taken into consideration.

4.12.1 In what activitics docs the financial aid officer participate to keep up to date on changes in financial aid
programs?

A member of WASFAA, the state assoclation for financial aid administrators, the FAA s to weekly
check the [FAP. DOE, and ACICS web sites for any updates and changes concerming the FA Dept. and
brings to the attention of the Director.

1f applicablc, descnbe the system for counscling students regarding their student loan repayvment obligations,

During the initial financial aid interview. the student 1s informed of his/her obligations and
rcsponsibilitics in regards to taking out student foans. All pertinent repayment information is also given out and
reviewed at that time. A loan cntrance interview is also completed. The student also completes the mandatory
Pell Grant application through the FAFSA ed.gov website if not previously completed.

During registration, students are reminded to make an appointment with the Financial Awd
Administrator for any qucstions that arise throughout their educational carcer. At that time. they are also
reminded of repavments, student loan obligations in general, required exat interviews. and how attendance and
GPAs/CGPAs, all affect financial asd.

Dunng the exit interview, more literature is given to the student regarding loans and repayment
obliganions. Thev arc also made awarc they may contact the Financial Aid Administrator cven aficr leaving
WVBC for advice or with qucstions regarding their student loans.

4.13.1 What is the cohort default rate for the last three vears?
Ycar: 2012 Rate: 20% unofficial draft
Year: 2011 Ratc: 19.2%
Year: 2010 Rate: 20%

If applicable. describe the cash discount policy and provide cvidence that it has been approved by the Council.

WVBC docs not have a cash discount policy.
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STUDENT SERVICES

415

4.16

4.17

Describe how the campus provides onientation for new students.

An registration is held on the first day of the quarter. There is registration at 10:00 a.m.for day students and one
at 6:00 p.m. for night students. The regisiration 1s begun by the Director, who then introduces the Financial Aid
Administrator, after which the Career Services Representative is introduced. After they have talked about their
duties and their relationship to the students, the Director introduces the teachers. They talk about themselves,
their degrees, their qualifications and expericncc, and their expectations. The Student Counsel is then
introduced and a spokesperson discusses the role of that body. The Collepe’s reprulations and rules are
discusscd. Statement of Understanding is read to all students and they may ask anv questions they may have.
Studcents arc then assigned to report to mentors and discuss obstacles which may prevent them from coming to
school. During that time. theyv are called into the Law Library one by one. book cards are distributed, and
pavments are discussed. They also receive a copy of their grade cards with their final grades from the previous
quarter. After the new and recntry students arc finished with their regisiration, they. too. are dismissed to ther
mentor and follow the same process as retuming students. The first mentoring session by the Director is usually
held within the first week of classcs. This allows students some time to adjust to their classes and determine
they perecive there to be any potential problems. Advising forms arc completed at these scssions as well.
Additionally, teachers set office hours so students may make appointments dunng those times to meet with the
tcacher on a onc-on-one basis to discuss any problems oceurring in his/her class. The tonc of oricntation 1s
upbeat. cathusiastic. and informative

Descnbe all acadeiic and personal counscling scrvices offered.

Academically, if a student has a concem they mect with the teacher who 1s qualified in that ficld of study. The
student is also assigned a Meator dunng registration and the listed Department Head may also be involved. The
Departemnt Head is qualified in their field of studyv. They are considered counselors within their field of study.
Lastthe Campus Dircctor may be involved and has the expericnce and qualifications to handle most situations
or provide contact information to the person(s) or agencies needed.

4.16.1 What arc the qualifications of the staff responsible for the counseling program(s)?

Depanment Heads, Mentors. and Instructors arc all highlv qualified individuals svith significant lifc
experience. In the cvent a situation is bevond the scope of a student - teacher relationship, West
Virginia Business College will seck to provide the necessary assistance to the person or persons in
need.

Deseribe the retention program.
WYVBC seeks to retain students as follows:

I. By explaining clearly and concisely all policies. procedures. rules. regulations. and expectations from
the initial Admissions Representative interview, to the Financial Aid interview, followed by the tour of the
facility by the Director, to the onentation and meeting swith mentors, to finally the classroom policy letters given
by each teacher on the first day of class.

2. By reminding student at cach orientation the rules and regulations.
3. By providing advising sessions twice per quarter or as needed.
4. By offening an open-door policy.
5. By closcly working with students on payment 1ssucs and aiding them in finding as much outside
funding as is allowed by law.
6. By cnsuring that student reeeive as much personal artention by faculty and staff as needed.
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7. By working closely with students on academic probation.

8. By providing small classcs and a faculty who truly carc about the students and who are qualified to
provide the education the students require.

g By offering students information about special government agencies they can go to for help fora
variety of matters, ~Choices™ dayvcare services. and bus schedules.

10. By encouraging the Student Council to hold activities that will allow for a break froin routine and allow
for social interactton where studesits can establish friendships and suppor groups.

I, By providing encouragement for students who excel. have perfect atiendance. or make a positive
impression in somc manner,

12. By cach facuity and staff member treating cach student fairlv. with respect. and as a valued individual.

The Director also constantly makes contact with students and teachers, ensuning that they are working together
towards a commeon goal — the stadent’s cducation and graduation. The Dircetor offers an open-door policy and
cach day ts making contact with students. The Director occasionally visits a class. which also allows students to
observe the Director in a different setting, which permits a stronger relationship to WVBC,

Describe employment services offered to students.

The Career Services Representative (CSR) meets with each student in his/her last quarter. She offers
information regarding Civil Service Test taking, WV Work Forcee sign ups. onlinc job sitcs. and also obrains the
student’s resume for future forwarding to potential crplovers that she comes in contact with. She contacts
potential emplovers weekly and cails new graduates weekly: as well. to make contact and update any
emplovment infonnation. WVBC also offers hifetime placement services to all graduates, The CSR helps set
up appointments to sign up for civil service exams. She encourages students to volunteer to improve their
chances of employment.

4.18.1 Descnbe how placement verification is documented.

Employment results arc documented on ACICS Tracking Form #6. Follow-ups arc documented on the
nincty (90) Day Graduate Letters, as well as the Empiover Satisfaction Letter.

Deseribe the process used to conduct follow-up studies for graduate and cmplover satisfaction surveys.

Responses to Employer and Graduate Surveys arc analyzed to sce where therc is a necd for improvement in
technicali skills and soft skills from both Employers and Graduates point of view. The goal is to maintan a
placement rate of 80% or better. Results of Employer Surveys are used to identify employers' priorities in
hiring in the local job market, and to tdenti iy reasons for unemployment while developing recommendations to
address reasons for unemployment of graduates. Graduate Survey results are used to develop academic
programs and activities designed to address areas for improvement in technical skills and soft skills.

Descnbe the programs of extracurricular activities, if any,

The college, itself. does not utilize a program of extracurnicular activities. Many students bave obligations
outside the sehool that would not afford them the opportunity to participate. WVYBC docs encourage and

support the Student Council who holds a varicty of activitics. They have bake sales. picnics, covered dish
dinners, and also participate 1n things such as the annual Chnstmas Parade. These are open to all students.
staff. and facalty.

Describe any arcas needing improvement in the area of relations with students,

The College Admissions Department organizes each quarter a “Bring a Friend To School™ day, and a WVBC
Day which allows for spouses and members of the students support committce to attend classes for a day or
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cvening. Somctimes, family members arc not veryv supportive, and this cnables them to see what it is like being
a student at WVBC.

Award davs are held once per quarter. penerally on registration day. where students are honored for grade point
averages and a variety of other achievements.

More public relations activities are planned. A recent blood drive co-sponsored by WY BC and Ohio Valley
Medical Center held at the Wheelmg Civic Arena with The Amencan Red Cross allowed the students to
participaic and work as a group towards a goal. The Amcrican Red Cross also held a Blood Drive on the

campus of WYBC. Qur students took great pride and satisfaction in this. so more activities are being sought to
this end.

Holiday activities historically arc planned by the Student Council and Instructors as well
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5. EDUCATIONAL ACTIVITIES

Thc major index of an institution's quality is the cffectivencss of its educational program. The cducational program must
be consistent with the statcd mission, must be adequate in breadth and context to achieve it. and must produce
measurable results. Another index of an institution's quality is the competence of its faculty. The effectiveness of anv
institution depends upon good teaching and upon the ability and commitment of its faculty. The selection, onentation.
guidance. stimulation, and cvaluation of the tcaching staff are among the most significant responsibilitics of the
administration. The taculty shouid activelv panicipate in developing the total educational program of the institution. A
third index of institutional quality is the resources available to instruciors and students. by responding to the questions
below, please consult Scetions 3-1-300 through 3-1-544 of the Acereditation Criteria.

Teaching hours, assignments. and schedules will vary from ficld to field and from institution to institution, but they
should allow faculty time for adequate preparation and professional development. The institution shall devise a plan for
the efficient use of faculty competence and time, which addresses student-teacher ratios. number of teacher
preparations, and number of tcaching hours. In responding to the questions below, plcase consulf Scetions 3-2-100, 3-3-
200. 3-4-200. 3-3-200). and 3-6-4}) of the Accreditation Criteria,

PROGRAM PLANNING, DEVELOPMENT AND EVALUATION
5l Descnbe how the cducational programs have been developed based on the institution s mission.

Educational programs have been developed with local employver needs in mind. and in cooperation with the
Advisony Board. Programs arc developed with a broad basc so as not to limit employment in speeific ficlds.
Many factors go into the versatility of our programs. such as high unemployment and the integration of
povemment jobs in our arca. Programs are viewed in light of local. state, and federal povemment regulations.
as well as ACICS cnteria. Employer demand 1s also a factor.

5.1.1  List each program offered and state the occupational and general objectives of the program. Provide an
overview of how these programs are delivered {i.c., lecture, faboratony, self-paccd instruction, distance
mstruction},

PROGRAM METHOD OBJECTIVES DELIVERY

Busincss Management/ Accounting To provide the knowledge and skills to enter the business world in
a variety of business functions, Lecture/laboratory

Secretanal Sciences/ Executive Secretary To fill positions in a vanety of secretanal positions and to be
prepared in personal compuier usage and communication skills. Lecture/laboratory

Secretarial Sciences/Lecal Secretary To fill posihions i a legal or business office. Also, to become
familiar with pcrsonal computers, communication skills, as well as knowledge of legal terminology.
Lecture/laboratory

Computer Applications/Accounting To prepare studenis for carcers in busincss officcs by utilizing their
training in computer and accounting skills. Lecture/laboratory

Computer Applications/Secretary To prepare students for careers in business offices utilizing their
training i computer and secretanal skilis. Lecture/laboratory

Mcdical Assistant To fill positions of trust and responsibility in ar office setting. Students obtain
kitowledge in managenal and scerctanal classes. Lecturc/laboratory.

Office Administration/ Paralegal To fill positions of trust and responsibility. Emphasis is placed on
legal. managerial, and seerctanal classes. Lecturc/iaboratory
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Busincss Adiministration/ Computer Applications Accounting To fill positions of trust and
responsibility in entry level to middle level management. Emphasis is placed on computer and administrative
skills Lecture/laboratory

Busincss Administration/ Computer Applications Secretary

To fill positions of trust and responsibility in entrv level to middle level management. Emphasis is
placed on computer, administrative, and secretanal skills. Lecture/laboratory

Nursc Assisiant Patient Care Aid

To provide students with the skills and knowiedge to perform both clinical and admimstrative functions
in a health carc facility. Leecture/laboratory

Computer Support Specialist

To provide students with the skills and knowledge to perform administrative and clinical functtons with
informanon icchnology. Lecture/Laboratory

Identify: who is responsiblc for the following at the campus. Describe their academic and/or cxpericntial
qualificattons for this position:

5.2.1  Overall administration of ail academic programs.

Dirccto as a BS ir ~~~~~*ng from Alderson Broaddus University and several hours
toward his MA 11 suracgic Leaaership. Mi 15 a former Bank CEO at Barbour C~»» B-nk and
Flagstar Bank, past manager of Fisher Auto pans. rate Aid and Reidboard Brothers, Mr s a former
politician and has owned ard ~narated business ventures throughout his life. He has been a couege teacher and
Financial Aid Manager. Mi s a former Director of the Barbour Co. Histonical socicty and life member.

5.22 Administration of cach academic program offered.

The Campus Dircctor maintains oversight of cach academic program. WVBC docs publish four
department heads to guide our four pillars of education: legal, medical. business, IT. In addition. we publish a
program administrator for Surgical Technology. This person reports to the medical department head.

Describe she role of the faculty. administration. and others in establishing the educational programs,

At faculty meetings. all teachers are encouraged to submit suggested changes. additions, or deletions of
programs. or anv portion therein. Once a faculty member prepares a suggestion, it is then subimitted to the
Dircctor. If it is approved by the Dircetor, it is then submitted to Corporate Offices, Once it is decided whether
to accept or deny the sugpestion. then an email is sent with an explanation and that email is then attached to the
suggestion on file. The acceptance or demal is later discussed at a faculty and/or department head meeting.

Describe how the educaticnal programs reflect the needs of the students and the community,

Through help-wanted ads, community 1nput. student wnput, and an evaluation of local businesses. the
college featurcs cducational programs which tcach skills that arc in demand. Through help-wanted ads alonc. it
is apparent that this arca is in necd of medical officc admimstrators. computer operators, and all bypes of
business/accounting associates, as well as well-trained persons to work in the legal ficid as assistants,
secretaries. and paralegals. Also sustained contacts through the CRS office, and direct calls into the College
sccking cmplovecs has been a significant factor is the College’s measurement of successful cmplovment of our
graduates.

How arc provisions imadc for individual educational diffcrences among studeits?
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Initially, a new stedent, upon mceting with the Financial Aid Administrator, is given an entrance cvaluation that
shows his/her weaknesses and strengths academically. Following the evaluation each new student meeting with
the Financial Aid Admimstrator goes through a thorough interview and completion of the necessary financial
forms unique to cach student’s circumstances. After oricntation, cach new student 1s met with by their mentor
who discusses individual needs. goals. barmiers, and so forth. Advising forms are done at that point and at any
point throughout the student’s educational carcer at WVBC by any faculty or staff member who meets wiih
them. Teachers are assigned students to mentor and mect with these students formally at Icast twice per quarter
to establish a relationship and serve as vet another contact person to ensure that the student is making
satisfactory progress and to guide that student im the proper direction. Each student is treated as an individual.
both in and out of the ciassroom; thus, cach department faculty, and administration cafer to the student’s
individual differences and needs. Evening classes are Monday, Tucsday. and Thursday. (Wednesday is
traditionally church night, so WVBC tries to accommodate) Generally, WVBC Form -1 begins the basss of
action rcgarding individual cducational differences and unique necds of our students.

56 How are the community resources utilized to enrich the programs?

The college constders the diverse cxpericnce and knowledge available through its Advisony Board. which is
composed of business. professional. and political leaders. [t also relies heavilv on many other business leaders.
entrepreneurs, and professionals to provide information and advice through such events as Career Service
Seminars and individual class gucst speakers. Yolunteenism is cncouraged by the collcge as well, so students
may gain experience allowing them to be more marketable upon graduation. Teachers also make regular ficid
trips to local businesses. libraries, hospitals, and courthouse libranes to utilize their resources and
informationmay gain cxpcrcnce allowing them to be more markcetable upon graduation. Teachers also make
regular field trips to local businesses. libranes. hospitais. and courthouse libranes to utilize their resources and
information,

561 Descnbe how the utilization of thesc resources is documented.

Forms are filled out and filed for Guest speakers. Field tnps, Intemships.

tn
=]

Descnbe the policy on the responsibility and authority of faculty in academie governance,

Gricvance Procedure a. FIRST STEP - Anv student with a gricvance or complaint may requesi an individual
conference with the teacher. b. SECOND STEP - If a satisfactorny resoiution to the problem is not reached by both
partics, a conference 15 then held with mentor, ¢, THIRD STEP - If the previous steps have not solved the gricvance
within 48 hours of the incident. the aggncved party must schedule an appointment and present to the Dircetor all facts
of the gnevance 1n wrting. West Virginia Business College ~ A World of Opportunity Page 26 of 36 Within 24 hours
of the receipt of the written information. the Dircctor will schedule a Gricvance Coinmittee hearing. The tiunc of the
mccting will be communicated in wniting to all pantics. The Committee will consist of the Director and two staff or
faculty members not involved with the incident in question, All persons involved with the incident must be present at
the time of the hearing, All partics involved will be given the opportunity to discuss the gnevance. The Grievance
Committee will excuse all parties involved in the grievance and immediately review mid conclude the case. The
decision of the Committee will be conumunicated to those involved in the incident within 48 hours. The Commitice's
dccision will be final. and the student agrees to abide by the committee™s decision. The Accrediting Council for
Independent Colleges and Schools (ACICS) provides complaint procedures for the filing of complaints against
accredited institutions. ACICS requires that the complainant WR have exhausted all complaint and grievance
procedures provided under the institutional policy. Should such a complaint be filed. ACICS will review the mattcr to
determine whether there may have been any viclation of its critena and standards. and can take action onlv if it
deteninines there to have been such a violation. ACICS can be contacted.

5.7.1 How was the academic governance policy communicated to the faculty?

[t is posted throughout the buildings on vanous bulletin boards as well as given to instructors at the
time of acceptance of hire.
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Is there a detailed syliabus on file for cach course?

Ycs, each course has a syllabus on filcs as well as posted in the classroom. Grading standards. an outline of the
progress to be made through the text. and other neccssary information 1 found on each svllabus. Also, each
teacher receives a copy of the syllabus for each class they teach. Ssllabi are developed at the Main Campus
through sugpestions from staff and/or faculty at both campuses. Suggestions for changes. updates. and so forth
can be made at both campuses. however. Svilabi are revised whencver: a) a class is updated with new matcrials
or machings. b} a new text 1s acquired. or ¢} suggestions from staff or faculty conceming the syllabi are
adopted.

38.1  How are syllabi developed?

Svilabi are developed at the Main Camipus through suggestions from staff and/or faculty at both
campuses. Suggestions for changes. updates, and so forth can be made at both campuses, however.

382 How often are the svliabi revised?

Svllabs are revised whenever: a) a class is updated with new materials or machines. b) a new text is
acquircd. or c) suggestions from staff or faculty concerming the svllabi are adopted.

h
v 2]
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Describe the process for revising syllabi.

Svllabi are developed at citlicr Campus through suggestions from staff and/or faculty at bath

campuses. Suggestions for changes. updates, and so forth can be made at both eanpuses. however. Once a decision has
been made with adequate supportive documentation, the Campus Director will submit change to the General Manager
for final approval.

5.8.4  How are out-of-class assignments. if applicable, incorporated in the svllabi and how are they evaluated?

As noted in the syilabi there 1s 2 hours of homework for each hour of kecture. An [RP {or Independent

Research Project) project is incorporated in the svilabi for each class that requires, the equivalent of the homework
requircment. IRP projects arc individually ealendarcd my instructors and various classroom scitings. Ultimatcely, the
evaluation of the project will be at week 8 of any given 12 weck quarter.

39

Desernibe any intemship/externship programs, indicating name of program, procedurce. and person(s) responsible
for the oversight of these activities. Have both the campus and the practicum site signed an agreement outlining
the armangements of the internship/exdemship? Describe the contents of the agrcement.

Students in Office Administration Medical Assistant — Emphasis on Surgical Technology complete within the
program, tcn total obscrvations at local hospitals, clinics, doctor offices, and surgical centers. The student s
required to fill out and submit several forms used throughout this process. These forms consist of:

A Weekly Performance Form

This form is signed by the on-sitc administrator of the medical facility,
A Student Obscrvation Form

This form is stgned and submiited by the student to the class instructor.
A Daily Time Sheet Form

This form is signed by the on-sitc administrator of the medical facility.
A Evaluation Form

This form is signed by the on-site administrator of the medical facility.

A Intemship Code of Conduct
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This form is signed and submitted by the student to the class instructor.

Desenbe the methods utilized to cvaluate and revise the curricula. ldentify any differcnees in these procedurcs
among various programs.

Bascd on input from faculty. the department heads, the staff, student satisfaction surveys, the Carcer Scrvices
Representative, and constant contact between the Director and the book publisher (which ensures that the
college is aware of the most up-to-date and latest editions). the curricula is kept up-to-date.

Suggestion forms (Form 115} are used if the need arises to implement a new text. class. program, and so forth,
Thesc arc submitted, eventually. to the corpormic office for approval or denial. If the Carcer Services
Represcntative, for cxample, through contact with potential cmplovers, reccives a request for a student/potential
emplovee to have Word Perfect skills, she would then submit a suggestions form in regards to this matter,

There are no differsnces among programs with regard to curmicula revision or evaluaiion.

Advisory board members are not directly used i the evaluation or revision of cumcula. However. at regular
meetings. the Advisory Board is continuaily asked for input on these issues.

5.10.1 1f advisory boards arc utilized, list board members and their qualifications.
_BN, Clhuef Nursing Officer, Peterson Hospital

1.D., Attorncy, Safcsak Law Offices, PLLC

P.S., Williams Lea. Inc

M.B.A . Finance - Founder, Computer Clinic Cyber Dimension
8. Phys. Assi. - UPMC - Pittsburgh. PA

J.D., Attomey ai Law. Bench Law Offices, PLLC

N.. B.S.N.. Bishop Hodges Continuous Care Hospital

B.A. M.Ed.. LS. W.. Founder. § Case Co

M.Ed., M.B.A._ Pl.D.. University of North Texas

How was the length of each program detcrmined”

The length of a program is detcrmined by establishing the number of credit hours which
emerge from an analvsis of courses nceded for a solhid coverage of the skills. Each
student is assigned approximately berween twelve {(12) and sixteen (16) quarter houts of
coursework per quartcr. This has proven to be considered a “full course load.™ Dividing
sixteen (16} into the total number of quarter credits needed gives the number of quarters
that are tyvpically required to graduate.

Do any programs include training bv a third party? If so. please explain.

No current programs require this at the Nutter Fort Campus.

Is licensure or other certification required for persons emploved in any program arcas offered?
Yes [] No

5.13.1 [fyes, list specific skills that stadents will nced to acquire in order to be licensed or certificd and how
the curmeulum provides for attainment of these skills.
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N/A

5.13.2 Describe any applicabic examinations and the pass ratc on cach of these cxams.

N/A

it applicabie. share details on any propram that reqiures specialized programmatic accreditation to obtain entry-
level employment or licensure by the state in which the campus is approved. (Include name of the program and
name of the specialized agency.)

Nonc

5.14.1

Explawn the current status in holding such accreditation.
N/A

5.14.2 How have students been notified of this requirement and how 1t affects their emplovability following

program completion?

N/A

How are appropriate course sequencing and prevequisites determined?

Course sequencing and prerequisites arc detennined by analvzing the relative difficulty of courscs and the

th
—_—
T

need for the use of one skill prnor to the use of another. The knowledge or skills tn such basic courses
as Mcdical Terms L. Accounting I, and Windows arc obviously required before students can move on to
a morc advanced level in that ficld. Curricula arc structurced in a way as to allow the student to progress
from the least difficult level to the most advanced level by taking the required prerequisites. These are
listed on the svllabi and in the catalog.

How 1s the curnculum structured to ensure an increasing level of difficulty as the student progresses?

Department Head and faculty members are constantly encouraged by the Director to submit sugpgested
changcs on a Suggestion Form (Form 113}, They can, at anyv tume, determing if thev would like to sce a
new class. new text. new program_ or so forth. The student and graduate satisfaction surveys show that
the collcge takes into consideration any recommendation by any of these current or previous students.
There is evidence of follow-up as weil in the ninety (90) day satisfaction letter which comes to the
Carccr Scrvices Representative. She then mav determine if a suggestion form needs submitied in
regards 1o a suggestion made by a graduate. The Director. upon review of the Staff and Faculty
cvaluation results. may make a suggestion as well.

How is the need for curriculum changes determined?

Need is based on our areas of outreach. Survevs. Employment surveyvs. contacts with empiovers, paving

a.16.1

ale.2

attcntion to cconomtc tronds in our gecographic arca, In addition. infonnation is gleancd from department
licad mectings, faculty mectings, advisory board mectings. Generally, these meetings are comprised of
experts "in the field" and information and subsequent change is conceptualized at that point.

How are faculty members invoived in curncutum evaluation and revision?

As explained above. facuity members are given the abihity to continually evaluate and suggest revisions
at any juncture,

How does the campus utilize follow-up studies of its graduates and employers to assist in curriculum
cvaluation and rcvision?
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Generally, results of those studics. ect, arc placed in the Campus CEP for tracking and trend evaluation.
We utilize surveys, phone calls. employver contacts. personal visits to ensure adequate information is
provided before action is taken to evaluate and revise cirnculum

What curricuilum changes have been made during the last three vears”?

WYBC has not had significani changes over the last period of accreditation. Upon review of the submitied
ACA's. vou will find changes to our Surgical Technology program. our Mcdical Assistant prograni. and
our Computcr Applications program - now called Computer Support Specialist. In addition. we have
streamlined all programs to become compliant 1n both CIP and SOC code requirements. and generally
upgraded our course offerings to better serve our students.

5.17.1 What changes are contemplated for the next three vears?

WVBC would like to fimsh a study on the viability of our diploma programs for possible
discontinuation. In addition, we would like to begin a study on the feasibilitv of a 12 month Business
Admin:stration diploma program weighted similarly to our Mcdical Assistant program.

How does the campus detcrmine the appropriate allocation of contact tume araong lecturc, laboratory. and
intcm/externship activitics?

West Virginia Busincss College detcrmines from expericnce and instructor input that approximatcly 67%
of each “maching” course contact hour, computer and kevboard courses. is taken up by lecture and 33%
constitufes taboratory time. Thus, in the 48 hours of normmal course, 32 hours arc lectuic and 16 arc lab.
Therefore, 32 lecture hours divided by 10 (per ACICS criteria section 3-1-313) equals 3.2 lecture hours.
The 16 lab hours divided by 20 equals .8 lab hours. This brings the total credit hours to 4.0. The non-
machine courscs arc basically lecture courses and are siill listed as traditional 4.0 credit hour courses.

5.18.1 How does the campus monitor the number of contact hours completed for each course?

Updated Academic Credit Analvsis spreadsheets, as provided by ACICS provide the appropnate
monitoring tool. The General Manager of West Virginia Business College in conjunction with cach Campus
Dircctor cnsurcs compliance in this area,

What arc the procedurcs for developing the application of the U.S. Department of Education’s definition of a credit
hour (as required in Scction 2-2-503 of the Accreditation Criteria)?

Section 2-2-503 of the ACICS Cntena references termination of programs and not the definition of a credit
hour. We believe the Cnitena references credit hour formulation at 2-2-301 (a) and (b}.

For purposes of a response. West Virginia Business College will measure and award credits using quarter credit
hours as its unit of credit. The instimion operates on a quarter term calendar vear. A Quarteris 10-12 weeks in
length. WVBC awards quartcr crodit hours for financial aid and for academic purposcs. As such, the number of
hours required to successfully eam a credit vanes by the bype of course. Specificaliv, a quarter credit hour 1s
equivalent to a minimum of 10 clock hours of lecturc: 20 clock hours of laboratory: or. a combination of the
two. The award of credit hours for fccturc courses also assumcs appropriate out-of-class lcaming activitics. such
as reading. feld tnps. the information research project, intemship observations and similar activities. to support
the credit awarded for courses. We note that the numbecr of credits for financial aid purposes s calculated using
a diffcrent formula and thereforc may vary for financial aid purposcs.

5.19.1 Where arc the procedurcs published?
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Page 10 of the West Virginia Business College Catalog

How does the campus determine the appropriate scheduling of classes in relationship to the needs of the
students?

The college attempts to schedule classes according to the need of the student body. This is completed through
such means as advising forms, mentoning sessions. and the studving of student demographics. Examples
include: scheduling day classes dunng public school hours in order to accommodate mothers, which make up
the majority of our studenis: scheduling night classes in order to accommodaic workwng students and allow
them the opportunity to eam an education. In addition, students are given an anticipated graduation date on the
application. The school makes every attempt to sce to it that this datc is mct, unlcss a student docs something to
put themsclyes out of their “black™ This could include. but is sot limited to. the transferring in of classes,
failing a class. and/or withdrawing for any Tength of time,

If applicable. descibe the method used to evaluate and award academic credit to students who demonstrate
subjcct competency based on academic, occupational. or personal experiences,

West Virgmia Business College has no such methodology or practice of evaluation

INSTRUCTION AND FACULTY

In responding 1o the questions below, please consull Section 3-2-200. 3-3-300. 3-4-300, 3-5-300. and 3-6-300 of the
Accreditation Criteria.

322

Descnbe how physical facilitics, equipinent. and resources are used to enhance classroom instruction.

Physical Facilities: The Nutter Fort Campus is adequate space to hold approximately 100 to 125 students on
any given day and evening scssion. The spacc is accessible to all.

Equipment; The campus ailows for enough computers, so students in a class do not have to share their time on
the machine. This allows for better mstruction and comprehension, becaase the student can immediately apphy
the concept or technique. For unrestricted use by the teachers. the campus has a large screen television.
wirgless intemet capactty. a

DVD plaver. and an overhead projector

Resources: The campus maintains a library, which contains texts related to subjects taught. as well as general
reference matenals. For paralegal students. WVBC has

obtained an extensive Legal Reporter collection used for student research. 1n addition.

there are a vanety of general reading materials and penodicals for both educational and leisure reading.

How are learning materials selected? Descnbe how instructional procedures and materiais are evaluated to
determine their effectiveness.

As previously explained. a teacher submits a sugscstion fonn to the Director, if
approved. it then poes to the Corporate Office for confumation. Thas is standard

procedurc to follow in submitting suggestion forms. Staff and faculty arc encouraged to submit the necessary
forms for sugpesting leaming matenals.

The Directors from both campuses are sent sample copies of texts. Once they have reviewed them. they are
then passed onto the teachers. Any suggestions are made at that time, if it is deemed necessary or desired. The
materials arc ultimately choscn by administration at the main campus, with regard o pertinence. clanty. and
competence: also, how it aids in departmental library development.
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Describe how the campus cnsures that students have access to appropriate leaming materials (e.g., textbooks.
labomatory equipment).

All texibooks are purchased by the college and are en hand for students to purchase in a timely manner,
Occasionally, there will be books on backorder. but this rarcly happens due to the advanced order planning.
Lab cquipment is provided by the school and is the samc cquipment that is uscd in the classrooms {such as
computers). These are availablc to the students to usc for extra practice or research anvtime class is not in
session: also, students may use the library computer (if the Internet is requircd). The hours of availability are
the same as the school hours: Mondayv, Tuesday. Thursday — 7:30 am. to 10:00 p.m.: Wednesday — 7:30 a.m
to 3:00 p.m.: Friday — 9:00 a.m. to 4:00p.m.: and Saturday — 9:00 am_ to 1:00 p.m.

Decscribe how the campus ensures that it maintains appropniate licenscs for computer software and how it
ensures compliance with copynight laws.

This issue is generally handled by the Wheeling Main Campus. Generally the procedure is for any computer
teacher who becomes aware of an cxpired licensc to submit a repair order to the Director. The memo is
immediately reviewed for appropnate action by the Wheeling Main campus - in consultation with the General
Manager.

Copyright infringement 1s against the law. WVBC docs take adequate measuics to cnsurc this stipulation 1s
adhered to by all facuity, staff. and administration. To this end, a sign is posted at various places throughout the
school stating that “no copving of matcnals protccted by copvrnight laws is allowed.”

Who ts responsible for faculty oncntation?
The Campus Director is responsible for faculty orientation.
The Director completes a training session with each teacher as they are hired. The

teachers are given “T7 (for Teachers) pages. which outline the procedures they are to adhere to according to
WVBC internal as well as ACICS standards, as well as the rules and regulations of the school.
Teachers are cncouraged to review the school catalog online. which covers the programs and siudent-
based rules and regulations. Tcachers are also required to attend faculty meetings that are held on a
regular basis throughout the quarter, and an In-Service training seminar held the day of onentation each
guartcr.

5.26.1 Describe the oricntation of the faculty to the campus.
The Campus Director is responsible for faculty orientation.
The Director completes a training session with each teacher as they are hired. The

teachers are given T (for Teachers) pages, which outline the procedures they are to adhere to
according to WYBC intemal as well as ACICS standards. as well as the rules and regulations of the
school. Tcachcrs arc cncouraged to revicw the school catalog online, which covers the programs and
student-based rules and regulations. Teachers are also required to attend faculty meetings that are held
on a rcgular basis throughout the quarter, and an In-Service traming seminar held the dav of oricntation
cach guartcr.

How docs the administration detcrmine the qualifications of a faculty member to tcach a particular course?

Files arc kept for cach teacher that includes a list of the courses they are able to teach. This ts determined by
cxamining their official college transcript and any documented work-related cxperience. Teachers are
assigned classes ihat they are qualified to tcach. The institutton does not cmplovee non-degreed
teachers.
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Describe qualifications of non-degreed teachers for the subjects they teach.
The College has no such issuc to describe. All faculty hold relcvant degrees per ACICS Critenia
How are the qualifications documenied”?

Relatedly. no qualifications exist

528  Describe the procedure for collecting official transcnpts. for qualifving credentials and/or those listed wm the
catalog, for faculty mcmbers.

As pant of the hiring process, all tcachers are required. (within 30 days). to supply the college with an official

N
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transcript. If this is not accomplished, the tcacher is not rescheduled for classes. Therc arc no tcachers
at this ime that official transcripis are not on file.

If there are faculty members whose official transcripts are not on file. document what efforts are being
made to obtain them. Please include any unique circumstances that may impact the ability to obtain
such transeripts (such as political instability. institubion closing, cte.),

There arc no tcachers at this time that official transcripts are not on file.

5.29  Inwhat wavs docs the campus evaluate instruction?

5.29.1

The institution evaluates teachers through unannounced visits by the Director. At the discretion of the
Director, other faculty members and/or department hcads may also visit and do peer cvaluations.
Teachers are also evaluated after 90 davs of employment by the Director. who completes an advising
form {(Fonn 77). This form lists both positive and negative comments. as weli as areas that need
mmprovement and suggestions for that improvement. Also, any advising forms for the quaner that have
been placed in the nstructor’s file are reviewed. Students cvaluate their teachers during the Staff and
Faculty Evaluations completed each quarter. Students are urged to write any additional comunents
regarding thcir tcachers. Also, Pro/Post tesis arc given and cvaluated. Depending upon the perecntage
increasc. the tcacher mects with the Director, if nceessary, at the beginning of the following quarter to
discuss any unsatisfactory results. If necessary, an action plan for improvement is developed.

What systematic processes are in place to enbance and promote teaching effectiveness?

Generally. a meeting schedule - each effective in enhacing and promoting cffectivencss. Such regulardy
scheduled meetings as a quarterly faculty inservice, regular quanerly evaluations. weekly meetings,
ACICS faculty development plans also serve as an cxcellent enhancement resource,

530 What is the systemn in place to cnsure that annual faculty developiment plans are on file for each member of the
faculty and signed by the Faculty member and his/her supervisor?

5.301

5.30.2

Upon emplovment or at the beginning of January. whichever comes first. cach tcacher is to fill out a
new Faculty Development plan. All seminars, [n-Service, and any group webinars arc recorded on the
form. and supponcd by backup documentation. This is done by the placement of the certificates
completton in the teachers” file. [f the development takes place on a personal level or outside the
institution, it is the responsibility of the teacher to provide the Director with things such as cemificates,
certifications. updated transcripts, from other institution”s, and so forth. At the revicw stage, it is then
determined if any outstde documentation is necded.

How are the activines on the plan detenmined”? How docs the campus ensure that the plans are
mdividualized for each faculty member?

The Dhrcetor and teacher discuss the activitics and how they will enhance the their tecaching and or the
lcaming expenence of the student.

How is the plan implemented?
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A written action plan is produced from the mcetings between a Campus Director and an instructor,
5.30.3 How often is the plan reviewed?

Plans arc revicwed quarterly. The College understands this 1s a vearly minimum requircment. A
quarterly review simply works better within the context of the College calendar.

Descenibe how the campus cnsurcs that all facuity complcete development plans.

This rcsponsibility rests with the Campus Dircctor, who follows up with faculty to determine if they have acted
on their plan and to adjust accordingiy or document the compietion of their development in the
personnel file.

3.31.1 How are the acuivities documented by the campus?
Meecting minutes, summaries. social media postings. and photographs
Dcscribe the program of in-scrvice training for the improvement of instruction and curncuium.

Vidcos and gucst spcakers comprisc the majority of the In-Service training for the institution. It revohves
around pertinent 1ssues that will help teachers in the classroom.  They provide teachers necessary tools
to assist student who may present a nced.

3.32.1 List the schedule for the nexi 12 months.

. October 2013 — Law Enforcement and the Cleary Act

. January 2016 — Student — Teacher Relations Workshop and Discussion Board
. April 2016 ~Drug Policy Review and Discussion Board

. July 2016 -Instructional Methodology and Classroom Planning

Describe how the administration documents professional growth for full- and part-time faculty members.

Professional growth is documented by certificates of participation or transcnpts kept in the teacher s personnel
file; also. included are attendance at Webinars which oswally include an attendance printout on the computer:
club memberships both personal ard professional. which may be documented by a pnntout or membership
card): subscription to magazincs which may be documented by the actual mailing label and/or printout/copy of
the magazine’s cover: and the like. This is requirement for all instructional staff.

Deseribe the frequency, content, and documentation of faculty mectings,

Faculty mectings are mandatory for tcachers cach weck. A minimum of ten (10} faculty mcetings take place
withmn any bwclve weck quarter at West Virginia Business Collcge. The minutes arc taken at each meeting, and
printed up by the Administrative Assistant. A file record exists of these meetings and they are housed in the
requured fire-proof filing cabinet. Meetings generally consist of a review of T-pages, WVBC catalog. a
discussion of “at risk™ students, and input on how to help these students, reminders about upcoming events,
schedules, rosters. as well as the general development and improvement of the student body and College as a
wholc. Occasionallv, there will be handouts from publications such as the Professor. the Master Teacher, and
rclevant information that has been downloaded from the Intemet.

Describe the plans for ongoing improvement in curniculum and faculty.

Free classes at WY BC arc alwavs available to its instructors. This adds to their transcript and familianzes them
with the curriculum at the College. Subject specific professional growth opponunities are sought through the
intermet, pullications, local announcements, various media, as well as word of mouth cxpenences. In addition.
Wcbinars are madc available to wstructors when pertinent infonmnartion is found. This allows the instructors the
ability to view new concepts and products at their convenience. The College continues to seek and hire the
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EDUCATIONAL FACILITIES

Each mstitution must provide an cnvironment that 1s conducive to good wstruction and lcarming and that supports the
cducational programs offcred by the institution. The adequacy of the environment is asscsscd against the demands made
upon it by the curriculum, faculty. and students. In responding to the questions below. please consult Sections 3-1-600
through 3-1-602 of the decreditation Criteria.

6.1

6.2

Descnbe how the buildings. classrooms. cquipment. fumiture. and surroundings mect the needs of the campus
in sizc and scope.

The building as specified earlicr is large cnough fo support the numbecr of students and faculty 1t 1s sufficent to
handle over 100 students in size. equipment. parking, and class size.

6.1.1  Descnbe how the facility in compliance with all applicable federal. state, and local codes for occupancy
and safetyv?

The facility meets all standards for the State and Federal reulattons for fire. saftev. and access. As
approved by the town of Nutter Fort and the Statc of West Virginia.

Docs the campus utilize a campus addition or additional space?
Yes [ | No

6.2.1 If yves, descnbe these locations.
N/A

Descnbe any plans to improve the physical planf and cquipment,

West Virginia Business College has recently constructed a ncw medicai lab. The College studv was completed
and construction began and fimshed within a calendar vear. Medical students are currently benefiting from this
new medical lab,

Plant upgrades include providing live stream access to our web page which will allow for all to see examples of
our cducational processcs, our special programs, in-scrvice possibilities. increascd visibility and 2 morc cutting
cdee feel to our curricula.

In addition we are m pursuit of ABA approval for our Paralcgal program. Quly onc of a handful of programs in
the State of West Virginia. WV BC believes our program to rank among the best in the region. Achteving ABA
approval would enhance that program cven more.
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7.  PUBLICATIONS

[t is unportant that an institation rccognize the value of "truth in advertising” when promoting 1ts operations.
Publications must be preparcd and presented in a professional manncr to reflcet favorably upon the institution.
[nformation published must be accurate and factual and must reflect the current status of the institution. Only the
Council can accept or reject an institution's catalog, and a final decision will not be made bascd on a draft. In
respondmg to the questions below, pleasc consult Sections 3-1-700 through 3-1-703 and Appendix C of the
Acereditation Criteria.

7.1 Descobe how the catalog reflects the educational programs. operations, and services,

The WVYBC catalog is a professional. informational document available to all students, emplovees, and the
general public on the WVBC website. It shows each program in detail, and it descnibes cach course.
Additionally. it includes a directory of owncership, management, administration, and faculty. The rules
and regulations are discussed as well as satisfactory academic progress. It describes the gnevance
policy and the steps that would need to be taken to file a grievance. The grading scale, credit transfer
policy. basic financia! aid sourccs. admissions policics. and library resources arc also provided.

7.1.1  How often is the catalog published?

In gencral. the catalog has been published about every nwo (2) vears. Catalog revisions are completed
on an as nccded basis. In addition, quarterly updates to reflect faculty and staff revsions are published
as needed.

72 How does the campus ensure that all enrolled students receive a copy of the campus catalog?

All students arc given the website address and urged to read the catalog online. Any student who
requests a printed copy will be given one. If students do not own a computer. they can access tlic
catalog on school computers when class is not in scssion.

7.2.1  What other publications are provided to enrolled students?
No other official publication is offered.
73 Describe the advertising and promotional literature.

A majoniy of all advertising completed by WVBC is through television, radio. or the newspaper. There is also
a general brochure available for the college. These are distributed to businesses. Ingh schools, prospective
walk-in applicants, and the occasional job fair. This brochurc. howcver. is not used as a mass advertising tool.

74 Descnbe any plans for changes in publications.
The online catalog and website are updated when substantive changes occur. An upgrade

to the CAMAHHA program wiil be published once correspondence is received from ACICS.

-~
rh

if applicable, descnbe how the courses are numbered and identified in the catalog to indicate that advance work
is offered and based upon the appropriate prerequisites.

At present. we are not enacting plans to change our publications,

75.1 How does the catalog explain the course numbering system?

As shown in the catalog, each course otfered by the college is identified bv a five-character code. The
first two (2} alpha-charactcrs are an abbreviation representing the discipline arca of the course. The
first digit represents the level af which the course in gencrally offered and the degree of difficulty. The
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last two (2) digits indicatc a uniquc course titlc sequence. but it does not nccessarily imply a scquence
of classes within a discipline.

If applicable. describe how and where the catalog identifies the general education courses required in a
program.

For each course description in the catalog, the required course for each program is listed: including the general
education courses. These are described in detail under “course descnptions™ in the catalog.

Descobe the published performance infonmation conceming student achicvement.

Criteria section 3-1-704 states that Institutions shall routinely provide reliable information to the public on their
pcrformance, including student achicvement as determined by the nstitution. To that end. West Virginia docs
publish both our annual retention and placement rates as cstablished through the CAR reporting calendar vear,

7.7.1  Where is the campus performance acbicvement information published?

The reicntion and placement rates are publisbed annually in the West Virzinia Business College
catalog. Specifically on page 1 1. The catalog can be accessed through the West Virginia Business
College website at www.wibc.edu
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$.11.1 Iftherc arc library assistants dcsertbe how these individuals arc trained to assist students and faculty:
N/A
Explain how the instructional resources serve the needs of the educational programs.

WYVBC utilized the online library in many forms. One such form is being the main source of peer revicwed
articles, text, and periodical work dedicated to our quarterly Independent Rescarch Project for cach
class offered dunng a term,

8.12.1 How does the campus determine which reference works are acquired?

Our onlinc presence has distinguished which refcrence works arc required. To date, all peer reviewed
materal have proved io be more than adcquate.

What percentage of total twition revenue 1s spent for library acquisitions?

Sincc WVBC has an open-cnded. line item budgcet regarding it's librarics, a pereentage of the total tuition
revenue would not prove an accurate measurement. Purchases and acquisitions vary according to circumstances,
We current budget $1100.00 for our online presence.

During the past three vears. have budget allocations for library acquisitions been increased, decreased, or
maintaincd at previous levels?

Budget for our library has increased. Until the online presence settles in and revenuc spent for the same, the
amount of the increase will not be known.

§.14.1 Explain,
Sce above to 8.14
Explain how reference maicrials and periodicals are organized for casy usage and prescrvation.

Refercnces and penodicals are organized by subject matter. including occupational leaming, and general
cducational scctions. Additional scetions include reference and gencral publications. The legal library is a
subject specific organizational method. To encourage students to browse through the libran’s offerings, it is
organized by shelves, Each shelf is labeled accordingly,

How does the campus provide physical and/or online resources necessary to make the educational program(s)
cffective?

The Collcge maintains two computer labs with mtcrnct aceess to our website and online library. These
computers arc avatlable outside of ciass time from 7:30AM to 10PM on Monday, Tuesday. Thursday and
7:30AM to 3PM on Wednesday and Fnday. Access 1s also available on Saturday from 9AM to 1PM.

Descnbe the physical and onling library resources. including information about the
8.17.] Total number of physical volumes
N/A
#.17.2 Total numbcr of online colicctions available
3 onlinc collections of rcsources are currently available
8.17.3 Number of titles and/or online collections related to each program offering

2300000 legal joumnals, 1,306,000 medical journals, 430,000 business joumals. 208000 IT joumais/
Each sclcetion above constitutes a peer reviewed academic joumal resourc

8.17.4 Number of titles and/or online collections related to general education courses taught

37.000 online resources
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What are the admission rcquircments for studenis taking distance cducation courscwork? (If there are any
differences from the residential admissions policy. explain,)

N/A

How does the campus make it clear in writing at the time of enrollinent:

96.1 How the student’s tdentity will be venified throughoui the course and program?
N/A

96.2 How the student’s privacy will be protected in the identity verification process?
N/A

Descnbe the orientation program for distance cducation and/or self-paced students,

N/A

CURRICULUM CONTENT AND INSTRUCTION AND DELIVERY

9.9

9.10

9.11

Dcsenbe how micraction between faculiy and studenis takes place,
N/A

Descobe how interaction among students takes place.

N/A

What 15 the studeni-icacher ratio for distance education courses”?

N/A

9.11.1 Descnbe how this ratio is appropriate and provides sufficient interaction between the faculry and the
students and among students.

N/A

FACULTY AND INSTRUCTIONAL SUPPORT

912

9.13

9.14

Descnbe the faculty traimng program to prepare faculty to teach self-paced courses orin a distance education
cnvironment.

N/A

Identify the educational resources and technology available to faculty on campus and on-line.
N/A

ldentify the platform used to deliver instruction,

N/A

RESOURCES AND EQUIPMENT

9.15

9.16

What is the budget allocated to distance education delivery”
N/A

Describe the instructional resources, equipment, and library resourees available to students on-linc and
residentially.

N/A

STUDENTS AND STUDENT SERVICES
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August 21, 2016 ID CODE 00010484(MC)
VIA E-MAIL ONLY

Ms. Julie Magers aciceswhgiawvhe.edn
Campus Director

West Virginia Business College

1052 Main Street

Wheeling, WV 26003

Dear Ms, Magers;

WEST VIRGINIA BUSINESS COLLEGE, WHEELING, WEST VIRGINIA iD CODE 004:10484{MC)
WEST VIRGINIA BUSINESS COLLEGE. NUTTER FORT, WEST VIRGINIA 1D CODE 00010868(BC)

Subject: Renewal of Accreditation Visits Confirmation Letter

An on-site evaluation of your institution has been scheduled for the following locations and
dates:

WEST VIRGINIA BUSINESS COLLEGE, WHEELING, WV September 14-16, 2016
WEST VIRGINIA BUSINESS COLLEGE, NUTTER FORT, WV September 12-13, 2016

The on-site administrator at each campus will subsequently receive further details about the visit,
including the names and addresses of the team members. When this information is received one
copy of the Self-Study Application for both campuses should be forwarded directly to the team
members, the manner in which will be explained 1n the visit memorandum.

As a reminder, the Self-Study Application matenals include:

SELF-STUDY APPLICATION
1. Explanation

Future Plans

{Campus Effectiveness Plan

Academic Credit Analysis

Self-study Narrative

B e

Additionallv, the following update documents must be uploaded to the campuses’ online
applications:
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1. Faculty and Staff Summary
2. Inventory of Equipment
3. Catalog
4. Class schedule
5. Program Update Form

The above documents must be received, along with the appropriate application materials, by
each team member according to the following schedule:

WEST VIRGINIA BUSINESS COLLEGE, WHEELING, WV August 31, 2016
WEST VIRGINIA BUSINESS COLLEGE, NUTTER FORT, WV August 29, 2016

On our website is the aforementioned update documents as well as the list of materials that must
be placed in the team’s meeting room pnor to the team’s arrival. This information for both the
update documents apd the uicit ranm matariale ran ha fannd an the “Fualnatinn Site Visit” page
at the following link Chick on the
listing that relates to . . lested materials
are labeled for easy identification and provided in an orderly manner.

Each campus will be invoiced a fee for all site visit expenditures. Please be advised that pursuant
to Section 2-3-401 of the Accreditation Criteria the Council will be made aware of any
outstanding fees (30 days or older) dunng its review of your application.

Thank you for your cooperation. If you have any questions, please call me at (202) 336-6783.

Sincerely,

Ms. Katie Mormison
Accreditation Coordinator

c Mr. Robert Wright, Nutter Fort branch campus (acicsnfawybc.edn)
Dr. Corley Dennison, West Virginia Higher Education Department
(corley.dennisonidwvhepc.edi)



To: Ms. Julie Magers
Campus Director
West Virginia Business College
1052 Main Street
Wheeling, WV 26003

From: Ms. Katie Morrison, Accreditation Coordinator
Date: Friday, September 9, 2016
Subject: Renewal of Accreditation Visit — September 14-16, 2016

Listed below are the details for your upcoming evaluation visit. Please send each team member
listed below, including me, an electronic copy (flash drive or e-mail}) of the Self-Study
Application.

As a reminder, the Seif-Study Application matenals inciude:

Explanation

Future Plans

Campus Effectiveness Plan
Academic Credit Analysis
Self-study Narrative

R

Additionally, the following update report documents must be sent to the team as well as uploaded
to the campus” online application:

Faculty and Staff Summary

Inventory of Equipment

Catalog

Class schedule

Program Update Form

Library budget

Backup documentation for the most recent Campus Accountability Report (CAR)

N AW —

The update report documents are available on the ACICS Web sife at
http://www.acics.org/accreditation/content. aspx?1d=2022. Go to the “Accreditation Process”
page and then click the “Ewvaluation Site Visit” page. The documents above must be received,
along with the appropriate application materials by each team member no later than
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September 2, 2016. The campus must direct its attention to the enclosed Evaluation Visit
Data Collection document for other required dates of receipt prior to the visit.

We will need a private work area for the team’s use during the visit. The materials identified on
the enclosed list should be placed in the work area prior to the team’s arrival. Additional
materials may be requested during the visit. Details of the visit are outlined below.

The institution will be invoiced a fixed fee for all site visits. Please be advised that pursuant to
Section 2-3-401 of the Accreditation Criteria the Council will be made aware of any outstanding

fees (30 days or older) during its review of vour application.

Please contact me immediately if you have any concerns regarding any team member appobited
to serve an the evaluation team or if vou have any guestions about the visit.  Thank you.

VISIT ITINERARY

WEST VIRGINIA BUSINESS COLLEGE, WHEELING, WV

ACICS ID Code 00010484

West Virginia Business College

1052 Main Street

Wheeling, WV 26003

(304) 232-0361

acicswhgwvbc.edu

Visit Dates

Wednesday, September 14, 2016 - Friday, September 16, 2016
Visit Type

Renewal of Accreditation

Current Level of Accreditation

Occupational Associate’s degree

[tiverarv (approximate)

Arrive on Wednesday, September 14, 2016, at 3:00 a.m.
Depart on Friday, September 16, 2016, at 5:00 p.m.
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Evaluation Team

CHAIR

Ms. Pamela Bennett

Director of Library Services/Campus Compliance (Retired)
Dallas Nursing Institute

RELATIONS WITH STUDENTS
Ms. Kathryn Sellers

Online Professor

Everest University Online

EDUCATIONAL ACTIVITIES / DATA INTEGRITY REVIEWER
Mr. Brian Balsavage

Director of Education

Lincoln Technical Institute

COMPUTER SUPPORT SPECIALIST / BUSINESS ADMINISTRATION-COMPUTER
APPLICATIONS SPECIALIST

Dr. Gail Robin

Adjunct Faculty

Baker College

NURSE ASSISTANT-PATIENT CARE AIDE / MEDICAL ASSISTANT SPECIALIST
Dr. Azam Rahman
Instructor

Dover Business College
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OFFICE ADMINISTRATION PARALEGAL SPECIALIST
Ms. Karan Krna

Owner/Principal Consultant

Kma & Associates, LLC

SURGICAL TECHNOLOGY SPECIALIST
Dr. Amy Gray

Associate Dean of Health Sciences

Malcolm X College — City Colleges of Chicago

ACICS STAFF REPRESENTATIVE
Ms. Katie Morrison

Accreditation Coordinator
(0N TIAATR

G Evaluation Team
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EVALUATION VISIT DATA COLLECTION
Renewal of Accreditation Visit

CAR. Data Review

The campus must submit data for graduates placed during the January 1 to Junc 38, 2016 peniod
to ACICS’ Placement Venfication Program (PVP) two weeks prior to the evaluation team s visit.
in order to inform the tcam’s data intcgrity revicw, The PYP is accessed by logging in to

www acicspyp.com with the campus™ ACICS portal login information. Placement data must be
submitted to the PVP by September 2, 2016. Please see guidelines on the ACICS website for
complcting the PVP submission process.

While onsite. the visit team will venfy all placements confirmed by the PV P and contact all
graduaics and/or emplovers who did not respond to the PYP ¢-mails in an cffort to contact and
verfy 10( percent of the graduate placements.

ACICS Call for Comment

ACICS sceks feedback from the faculty, staff and students of cach campus undergoing an onsite
evaluation visit, as a supplemental piece of information for the visit. The campus must send an
¢-mail communication to its faculty. staff and students with the link for ACICS’ call for
comment:

htips://membercenter. acics. ore/Lists/Cali%2 0{or%2 0Comment/NewForm.aspx ?isdly =1 & source=/

The campus should scnd this communication by September 2, 2016. and copy the ACICS staff
representative.

ACICS Student Survey

Each campus must proctor or support the ACICS staff representative in proctonog a student
survey during the first day of the visit. At least 10 percent of students. across ail disciplines and
day/evening schedules, should be surveyed, This can be accomplished by sending in several
classes to comiplete the survey in a room equipped with computers.

Students will login to the survey, which is located a using the
Ci]l'['I[JUSQ Clght‘dlglt ACICS 1D Code 00010484 and 1. [SEETT Nt IV UV LRV ET (R LT IWF] will be pl’OViddd
to the campus by the staff person on the day of the vasit,
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EVALUATION VISIT MEETING ROOM MATERIALS

Renewal of Accreditation Visit

Institutions are to place the following materials in the voom provided to the evaluation team.
Additional materials may be requested when the team is at the institution.

2.

Current Information

Cc Ao o

— i

m.

ot

Class schedule including course namces. numbers. titles. room numbers, class times, names
of instructors. and student enrollment by class  peried  for the entire
term/quartcr/semester/modulc

Student enrollment on dav(s) of visit by program and by day and cvening divisions

Floor plan of facility

Staff roster and organization chart

Course syvllabi for currently offered courses (For courses not offered in the current term.
the syvllabi must be provided with the exception of the following items: instructional
materials and referenees. out-of-class activitics and assignments. asscssment criteria, and
mcthod of ¢valuating students)

All admissions tests and test cut-off scores for cach program

[f abilitv-to-bencfit students are admitted. complete documentation cvideneing  the
rclationship between  admissions  test cut-off scorcs and  successful academic or
cmployvment outcomes, as well as the contract for the independent test administrator

Two copies of the most recently completed. and the prior vear's. ACICS Campus
Accountabilitv Rcports along with the complete back-up documentation. This must
include information to support enrollment, graduate., and withdrawal numbers and
placement information such as student name, program of study. graduation date. job title.
cmployver name, and cmployer telephone numbers

A copy of the current Campus Effectiveness Plan along with the progress reports and/or
prior vear s campus effectivencess plan

Board of dircctors and admunistrative staff mecting minutes

Faculty meeting minutes

Documentation of in-s¢rvice training sessions held and the schedule for upcoming session

Schedule and documecntation of community resources utilized for cach program
(organized by program)

A copv of the Certificate of Attendance at an ACICS Accreditation Workshop for the
chicf on- sitec administrator or sclf-study coordinator

Copies of correspondence with ACICS for any approvals or notifications for
modifications sinec the last Rencwal of Accreditation Visit (learning sitcs. new programs.
distancc cducation activity, substantive/non-substantive changes to an cxisting program.
change of location. change of name, ctc.)

A copv of the approved and most current Academic Analvsis for cach program. If
applicable. this includes approved Clock to Credit Profiles with corresponding letters of
approval,

Library budget

A copv of an official transcript

Official Documents
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a. Corporate Charter

b.  Articles of Incorporation. and Certificate of Incorporation or other appropriate
documentation of legal structure and ownership of the institution and a chart outlining the
owngership strueture

¢.  Certificate of good standing: relative to an institution' s corporate statute and/or legal
identity

d.  State license and authorization to award degrees (if applicable)

¢.  Most recent state and VA compliance reports

f. Documentation that the facilitics arc in compliance with local. state, and federal lass
governing fire. safetv. and sanitation

g Documentation that the institution 1s in compliancc with copyright laws for
instruetional matenals utilized

h.  US. Dcpartment of Education Program Participation Agreement and  Eligibility
and Certification Approval Report (if applicable)

1. Reports from most recent reviews by agencics such as the U.S. Department of Education,
Inspector General. and guarantee agency, as well as the institution’s student financial aid
compliance audit

J. Third-parny contracts with other cducational institutions or contracts such as JTPA

Files

a.  Administrative staff personncl files that include updated ACICS data shecets

b.  Faculty personnel files that include updated ACICS data sheets. copies of administrative
and student cvaluations. and faculty dewvclopment plans with documentation of
their implementation

NOTE: Student files will be selecied randomly for review by feam members.

Inventorics
a. Library resource and refercnee materials including online materials {(if applicablc)
b.  Instructional ¢cquipment for all programs

Publications

a. Most recent ACICS self-study or branch application

b.  All current advertising and promotional literaturc, including scripts. copies of
newspapers. magazings. brochures. and flash drive or ¢d’s of radio and television ads

¢ All current internal recruitment materials including admissions orientation packets. YTD admissions
meeting minutes. copy of standard interview and phone scripts. and communication with external
reeruiters (il applicable)

d. Student. facultv, and staff handbooks (if applicable)

Current catalog with all addenda (if applicablc)
Previous two vears catalogs and addenda (if applicablc)



To: Mr. Robert Wright
Campus Director
West Virginia Business College
116 Pennsyivania Avenue

Nutter Fort, WV 26301
From: Ms. Katie Marrison, Accreditation Coordinator
Date: Friday, September 9, 2016
Subject: Renewal of Accreditation Visit — Septemiber 12-13, 2016

Listed below are the details for your upcoming evaluation visit. Please send each team member
listed below, including me, an electronic copy (flash drive or e-mail} of the Self-Study
Application.

As a reminder, the Seif-Study Application matenals inciude:

Explanation

Future Plans

Campus Effectiveness Plan
Academic Credit Analysis
Self-study Narrative

R

Additionally, the following update report documents must be sent to the team as well as uploaded
to the campus’ online application:

Faculty and Staff Summary

Inventory of Equipment

Catalog

Class schedule

Program Update Form

Library budget

Backup documentation for the most recent Campus Accountability Report (CAR)

N AW R —

The update report documents are available on the ACICS Web site at
http://www.acics.org/accreditation/content aspx?1d=2022. Go to the “Accreditation Process”
page and then click the “Ewvaluation Site Visit” page. The documents above must be received,
along with the appropnate application materials by each team member no later than

750 First Street, NE. Sule 980 e Yyashinglon, DT JO0C2-420% » |- 202 330.676BC o F- 202,842,250 » Wik 80105.049

ACCREDITING COUNCIL FOR NI 'ENT COLLEGES AND SCHOOLS



Mr. Robert Wright
Septomber 9. 2016
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August 31, 2016. The campus must direct its attention to the enclosed Evaluation Visit Data
Collection document for other required dates of receipt prior to the visit.

We will need a private work area for the team’s use during the visit. The materials identified on
the enclosed list should be placed in the work area prior to the team’s arrival. Additional
materials may be requested during the visit. Details of the visit are outlined below.

The institution will be invoiced a fixed fee for all site visits. Please be advised that pursuant to
Section 2-3-401 of the Acereditation Criteria the Council will be made aware of any outstanding

fees (30 days or older) during its review of vour application.

Please contact me immediately if you have any concerns regarding amy team member appointed
to serve on the evaluation team or if vou have any questions about the visit. Thank you.

VISIT ITINERARY

WEST VIRGINIA BUSINESS COLLEGE, NUTTER FORT, WV

ACICS ID Code 00010868
West Virginia Business College
116 Pennsylvania Avenue
Nutter Fort, WV 26301

(304) 624-7695
acicsnf@wvbe edu

Visit Dates

Monday, September 12, 2016 - Tuesday, September 13, 2016
Visit Type

Renewal of Accreditation

Current Level of Accreditation

Occupational Associate’s degree

[tiverarv (approximate)

Arrive on Monday, September 12, 2016, at 9:00 a.m.
Depart on Tuesday, September 13, 2016, at 5:00 p.m.
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Evaluation Team

CHAIR

Ms. Pamela Bennett
Director of Library Services/Campus Compliance (Retired)
Dallas Nursing Institute

RELATIONS WITH STUDENTS
Ms. Kathryn Sellers
Online Professor

Everest University Online

EDUCATIONAL ACTIVITIES / DATA INTEGRITY REVIEWER
Mr. Brian Balsavage
Director of Education

COMPUTER SUPPORT SPECIALIST / BUSINESS ADMINISTRATION-COMPUTER
APPLICATIONS SPECIALIST

Dr. Gail Robin

Adjunct Faculty

Baker College

NURSE ASSISTANT-PATIENT CARE AIDE / MEDIC AL ASSISTANT SPECIALIST
Dr. Azam Rahman
Instructor

Dover Business Collece
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OFFICE ADMINISTRATION PARALEGAL ASSISTANT SPECIALIST
Ms. Karan Krna
Owner/Principal Consultant
Krna & Associates, LLC

ACICS STAFF REPRESENTATIVE
Ms. Katie Morrison

Accreditation Coordinator
(MM TUEATRYE

c: Evaluation Team



Mr. Robert Wright
Septomber 9. 2016
Pagc 3

EVALUATION VISIT DATA COLLECTION
Renewal of Accreditation Visit

1. CAR Data Review

The campus must submit data for graduates placed during the January' 1 to June 30. 2016 period
to ACICS’ Placement Verification Program (PVP) two weeks prior to the evaluation team’s visit,
in order to inform the tcam’s data intcgrity review. The PVP is accessed by logging in to

www aciespyvp.com with the campus™ ACICS portal login information. Placement data must be
submitted to the PVP by August 31, 2016. Please sce guidelines on the ACICS website for
completing the PV P submission process.

While onsite, the visit team will verify all placements confirmed by the PVP and contact all
graduates and/or employers who did not respond to the PVP c-mails in an cffort to contact and
verify 100 percent of the graduate placements,

2, ACICS Call for Comment
ACICS sceks feedback from the faculty, staff and students of cach campus undergoing an onsite
cvaluation visit. as a supplemental picce of information for the visit. The campus must send an
¢-mail communication to its faculty. staff and students with the link for ACICS™ call for
comment:
https:/incinbercenicr.acics.org/Lists/Call%620for%620Comment/New Form . aspx Tisd le =1 & source=/
The campus should send this communication by August 31, 2016, and copy the ACICS staff
representative,

3 ACICS Student Survey

Each campus must proctor or support the ACICS staff representative in proctoring a student
survey during the first day of the visit. Atlcast 10 pereent of students. across all disciplines and
dav/evening schedules. should be surveved. This can be accomplished by sending in several
classcs to complcte the survey in a room cquipped with computers.

Students will login to the survev. which is located at hitp-/vwww aciesvisit. com, using the
campus’s cight-digit ACICS D Codc 00010868 and the daily access code, which will be
provided to the campus by the staff person on the day of the visit.
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EVALUATION VISIT MEETING ROOM MATERIALS
Renewal of Accreditation Visit

Institutions are to place the following materials in the room provided to the evaluation team.
Additional materials may be requested when the team is at the institution.

2.

Current Information

©po o

— i

m.

ot

Class schedule including course namces. numbers, titles. room numbers, class times, names
of instructors. and student enrollment by class  peried  for  the  entire
term/quartcr/semester/modulc

Student enrollment on dav(s) of visit by program and by day and cvening divisions

Floor plan of facility

Staff roster and organization chart

Course syvllabi for currently offered courses (For courses not offered in the current term.
the syvllabi must be provided with the exception of the following items: instructional
materials and referenees. out-of-class activitics and assignments. asscssment cnteria. and
method of evaluating students)

All admissions tests and test cut-off scores for cach program

[f abilitv-to-bencfit students are admitted. complete documentation cvideneing  the
rclationship between  admissions  test cut-off scorcs and  successful academic or
cmployvment outcomes, as well as the contract for the independent test administrator

Two copies of the most recently completed. and the prior vear's. ACICS Campus
Accountabilitv Rcports along with the complete back-up documentation. This must
include information to support enrollment, graduate, and withdrawal numbers and
placement information such as student name, program of study. graduation date. job title.
cmployver name, and cmployer telephone numbers

A copy of the current Campus Effectiveness Plan along with the progress reports and/or
prior vear s campus effectivencess plan

Board of dircctors and admunistrative staff mecting minutes

Faculty meeting minutes

Documentation of in-s¢rvice training sessions held and the schedule for upcoming session

Schedule and documecntation of community resources utilized for cach program
(organized by program)

A copv of the Certificate of Attendance at an ACICS Accreditation Workshop for the
chicf on- site administrator or sclf-study coordinator

Copies of correspondence with ACICS for any approvals or notifications for
modifications sinec the last Rencwal of Accreditation Visit (learning sitcs. new programs.
distancc cducation activity, substantive/non-substantive changes to an existing program.
change of location. change of name, ctc.)

A copv of the approved and most current Academic Analvsis for cach program. If
applicable. this includes approved Clock to Credit Profiles with corresponding letters of
approval,

Library budgct

A copv of an official transcript

Official Documents
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a. Corporate Charter

b.  Articles of Incorporation. and Certificate of Incorporation or other appropriate
documentation of legal structure and ownership of the institution and a chart outlining the
ownership strueture

¢.  Certificate of good standing: relative to an institution's corporate statute and/or legal
identity

d.  Siate license and authorization to award degrees (if applicable)

¢, Most recent state and VA compliance reports

f.  Documentation that the facilitics arc in compliance with local. state, and fcderal laws
governing fire. safetv. and sanitation

g Documentation that the institution is in compliance with copvnght laws for
instruetional matenals utilized

h.  US. Dcpartment of Education Program Participation Agreement and  Eligibility
and Certification Approval Report (if applicable)

1. Reports from most recent reviews by agencics such as the U.S. Department of Education,
Inspector General. and guarantee agency, as well as the institution’s student financial aid
compliance audit

J. Third-parny contracts with other cducational institutions or contracts such as JTPA

Files

a.  Administrative staff personncl files that include updated ACICS data shects

b.  Faculty personnel files that include updated ACICS data sheets. copies of administrative
and student cvaluations. and facultyv devclopment plans with documentation of
their implementation

NOTE: Student files will be selecied randomly for review by feam members.

Inventorics
a. Library resource and refercnee materials including online materials {if applicable)
b.  Instructional ¢cquipment for all programs

Publications

a Most recent ACICS self-study or branch application

b, All current advertising and promotional literaturc, including scripts. copies of
newspapers. magazines. brochures. and flash drive or ¢d’s of radio and television ads

¢ All current internal recruitment materials including admissions orientation packets. YTD admissions
meeting minutes. copy of standard interview and phone scripts. and communication with external
reeruiters (il applicable)

d. Student. facultv, and staff handbooks (if applicable)

Current catalog with all addenda (if applicable)
Previous two vears catalogs and addenda (if applicable)






The accreditation coordinator must cover the following areas during the pre-visit
meeting.

.
.0

e

*

Institutional Summary — review cntical components of the summary, paying special atiention
to the Assessment of Risk section.

Introductory Details — while many of you serve as consultants, it is important to focus and
emphasize ONLY the aspects of your experience that relate to your area of review. It is
important to demonstrate that you are qualified to provide curncula and expenential expertise
in the areas you are tdentified with.

Consulting: [ know you’ve heard this once too many times but [ need to reiterate the
importance of eliminating the perception of consulting. The appearance thereof is just as
unacceptable as the actual act itself. See item #6 on Conflict of Interest Policy.

Conflict of Interest Policy: the policy has been revised and must be signed prior to serving on
the visit. If you have not yet electronically signed the document and emailed it to
evaluatormanageri@acics.org, please do so and copy me.

School Requests: do not ask anything non-programmatic/academic related of the institution
and even then if you're not sure, speak with the chair or the staff person.

Report Preparation: with the enhanced narrative component, our read-through will be
critical to ensure consistency in the information and details on the responses.

Team Discussions: in as much as you are all expert in your area, your experl opinions and
perspective is welcomed and appreciated during this process. That being said,
discussions/debates will be open, non-personal and constructive. The intent is to find
alignment with the Critena as well as to assess industry and academic conformity.

Appropriateness: Again, for reiteration because this is so imporiant: discussions on biased
political aftiliations, religious views and/or anything deemed 1nappropriate by any member of
the team will not be tolerated.

Discussions of general issues are great but once they get personal, they get touchy and out
the window

A “team’” — that’s what we are which means that ail decisions made will be made by the
team; we don’t want (or need) consensus but we want buy in and to achieve this we will hear
everyone’s views, consult with the ACICS office, and a decision made.

Critena and Procedural changes

Expenses — 30 day turnaround, inciuding travel (airfare, train)

Quality Enhancement & Training @ AID 1 Fall 2016



This outline is provided as guidance to the ACICS staff during the joint facilitation of the pre-visit
meeting. The meeting is led by the team chair but the staff is responsible for providing information on
any applicable Criteria changes and Council directive that affects the evaluation process.

1. CAMPUS EFFECTIVENESS PLAN (Sections 3-1-110 - 3-1-113 & Glossary)
The Council revised the current language in a number of areas including the deletion of
“institutional effectiveness” since each and every campus should have its own plan; deletion of the
longuage referring to "centrally controlled institution” since this structure has not been
implemented by ACICS; and revision of the list of elements to be evaluated to include "level of

student satisfaction”.

ONSITE APPLICATION: Section 1

This change was finalized last year but campuses were given some time to collect sufficient data
for inclusion in the 2016 plans (from July). Hence, all campuses are expected ta comply.

Team chairs will now include in their review the evaluation of the LEVEL of student satisfaction.
Similar to the assessment of the campus’s evaluation in the other areas (retention, placement,
level of graduate satisfaction, level of employer satisfaction, and student learning cutcomes),
the team chair must ensure that the campus has collected, summarized, analyzed and used the
data to improve its educational processes. A baseline level of satisfaction (and response rate)
should also be set from which appropriate goals for the year are determined.

2. RECRUITMENT ACTIVITIES REVIEW (Section 3-1-410)
The Council clarified its meoning related to the monitoring of admissions and recruitment. The
modifications clarify that the Council requires these activities to be supervised by the institution. In
addition, the institution may never delegate these activities to anyone whaose economic incentives
are to recruit prospects through means that are unethical or subject to puhlic criticism or to admit
ill-prepared applicants.

ONSITE APPLICATION: Section 4

This language change more accurately reflects current practices and as such, does not affect an
onsite “change”. The expectation has always been, and followed, that any these activities were
not tolerated.

3. FACULTY PREPARATION AND LIBRARY STAFF
(Sections 3-1-541, 3-4-401, 3-5-401, 3-6-701, and 3-7-701)
The Council revised the fisting of acceptable agencies for the evaluation of foreign credentials to
also include the American Association of Collegiate Registrars and Admissions Officers {AACRAQ).

Quality Enhancement & Troining @ AID Pl Fall 2016



ONSITE APPLICATION: Sections 5 and 8

Evaluation of foreign credentials can now be completed by AACRAQ, in addition to using
agencies who are members of NACES or AICE. As a reminder, the evaluation as well as the
official transcript is required. The evaluation does not have tc be criginal

4. GLOSSARY OF DEFINITIONS (Glossary)
The Council modified the language by removing dated terminology and clarifving the definitions of
Laboratory, Lecture, and In-service Training.

ONSITE APPLICATION: Glossary
The laboratery revision includes . .under the supervision of an instructer...” language which
may affect the onsite evaluation of those programs with labs.

5. FACULTY ASSIGNMENTS - APPLIED GENERAL EDUCATION (Sections 3-2-104 & 3-3-302)
The Counctl clarified its intent for general education teaching faculity at the non-degree level. This
revision Is consistent with the academic preparation requirements of applied general education
faculty and standard general education faculty at the degree levels. This revision also includes the
acceptance of completed doctoral coursework as qualifying credit hours to teach.

ONSITE APPLICATION: Sections 5 & 9

Previously the language was inconsistent with the requirements stipulated in Sections 3-4-302
and 3-5-302 concerning faculty members teaching “traditional” general education. It said that
only a bachelor’s degree was required when in reality it meant only a bachelor’s degree is
required for APPLIED general education (term was added for clarity). To ensure clarity, the
proceeding sentence was added even though non-degree programs generally do not have
general education courses. (Section 3-2-104(a))

Completed doctoral work, as evidenced by official transcripts, will now be considered for the
credit requirement for teaching applied general education. (Section 3-3-302(a))

6. TEACHING LOADS (Sections 3-2-101 & 3-3-303)
The Councii revised the language that currently limits the teaching foad of faculity at the non-
degree and occupational associate’s degree level to fanguage that is consistent with degree
programs. The expectation of reasonableness remains and should take into account and be
Justified by various academic factors.

ONSITE APPLICATION: Section 9

Previously there as a MAXIMUM number of hours that non-degree and occupational associate’s
degree instructors could teach. That NUMBER has been revised to be a subjective “reasonable”.
Hence, the burden is on the team, through the review of documents, interviews, and
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observation of classes to make the assessment of the reasonableness of the instructor’s load
that ensures academic quality..

7. COMMUNITY RESOURCES (Section 3-1-512(c))
The Council has clarified the intent of this criterion by specifying the expectations of using a
variety of activities in every pragram which should focus on student enrichment and career
oppartunities.

ONSITE APPLICATION: Section 9

A constant source of inconsistent cenfusion on teams and at institutions, the revised language
should now clarify the Council’s expectaticns about the NUMBER and PROGRAM
DISTRIBUTION. A “more than one so two” appreach is minimalistic and does not reflect the
Council’s intent - to ensure that the student experience is enriched and career opportunities are
provided.

8. UNANNOUNCED VISITS (Section 2-1-805)
The Council may, at its discretion, decide to direct an institution to host an unannounced visit at
any time. The Council determined that there is a need for a policy which would allow for the
review of an institution without priar notice.

ONSITE APPLICATION: Special Visits

With increased focus on identifying and investigating risks, the Council has expanded the
purview of its ability to conduct unannounced visits as it deems necessary. This has already
been implemented with a significant increase in these visits cver the last four months,

9. Definition of Academic Quality (Title I, Chapter 1)
Academic quality is in the context of an institution’s missian. it is measured by the extent to which
the institution achieves its student learning and student success outcomes.
Effectiveness of an institution is demonstrated by compliance with accreditation standards and
continuous quality enhancement.

ONSITE APPLICATION:
None

10. Data Integrity Standard (Section 3-1-203)
The standard provides explicit requirement for truthfulness, reliability, and accuracy of data
collected at submitted to ACICS. The Council has the discretion to independently review
performance data any time, any reason, and require its verification. On-site visit teams will
identify an evaluator with the primary role of verifying reparted institutional data.

ONSITE APPLICATION: Section 14 (DIR)
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This criterion will to a large extent replace the use of Section 3-1-303(a) for a placement
verification finding (record keeping) as the intent of the addition is to ensure that any data
reported to ACICS is accurate - placement, retention, licensure, etc. This was initiated during
the Spring 2016 travel cycle and has been augmented for the fall review. See the DIR Procedural
Change below.

11. Institutional Performance Disclosure (Section 3-1-704)
Student achievement must be disclosed at the campus (not institutional) level. At a minimum,
campuses must disclose their retention, placement, and licensure exam pass rate (if applicable).
ACICS has developed a disclaimer for performance information disclosure.

ONSITE APPLICATION: Sections 7 and 14

To be a true reflection of the need for accuracy in the representations made by campuses on
student achievement disclosure, campuses must disclose student achievement rates at the
campus and program levels (their CAR reports). Since the Fall cycle ig at the end of the CAR
review pericd, evaluating the accuracy or reliability of the data (from the 2015 CAR) will be a
challenge especially since the DIR’s review is from 2016 (and not 2015). Hence, the disclosed
information should be reviewed against the reperted data (accessed via the CAR reports in
Member Center).

12. Admissions Requirements for Professional Master’s Degrees (Section 3-6-601)
This revision clarifies the standard that a baccalaureate deyree may not be required for admission
for a professional master’s deyree program. This provision is aliowed if master’s deyree is
recognized by a specialized accrediting ayency and leads to certification or licensure.

ONSITE APPLICATION:

Those programs that hold specialized accreditation or licensing approval from a recognized
agency and can evidence an alternate admissions requirement into a graduate program
(Acupuncture, Paralegal Studies, etc.) as common practice would be accepted over the
bachelor’s degree threshold. This MUST be detailed in the report

13. Recruitment Activities Review (Section 3-1-412(a))
The Councii maintains its requirement that each institution must ensure that any person or
entity engaged in admissions or recruitment practices is communicating current and accurate
infarmation about the institution and its operations. The Council added the explicit
requirement that the institution must ensure that student achievement disclosures (as
described in Section 3-1-704) are accurate. Following comments from the field, the Councif
clarified the language which states that the institution must maintain documentation that it
systematically monitors its recruitments activities.

ONSITE APPLICATION: Section 4

Procedural changes are outlined below under Recruitment/Admissions Monitoring
Oversight.
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14. Placement Definition (Glossary)
The Council has guidelines in which institutions must comply regarding the calculation of
placement rates. The Council has included a succinct definition of placement within the
Glossary of the Accreditation Criteria.

ONSITE APPLICATION:

The interpretation of the placement has not changed - rather the addition of a definition
served only to include that interpretation. Webinars were offered and verification
procedures outlined below.

Data Integrity Reviewer (DIR)

Each campus visited during the Fall 2016 cycle are required to submit all students who were placed
between January 1, 2016 - June 30, 2016 into the Placement Verification Program (PVYP). The PVP
process will send an automated e-mail to the graduate and employer for verification that the
placement information is correct. The e-mail will be sent twice—two weeks prior to the visitand
one week prior to the visit. Those graduates that confirmed placement via e-mail by the graduate
and/or employer will be reviewed in-house by an ACICS staff member, prior to the visit. The staff
member will make a determination based on the information received whether this was an
acceptabie placement. For those graduates that were no confirmed via e-mail, the Data Integrity
Reviewer (DIR) will make phone calls while on-site to attempt to verify the placement information
provided. The goal remains 100% attempt of all placements reported via the PVP process.

If a campus provides any invalid placement information or if ACICS is not able to verify any
individuals reported in a program, a finding will be issued on the visit report requiring an
institutional response.

Recruitment/Admissions Monitoring Oversight

We have expanded our call for comment survey, which is required to be sent to all students one
week prior to the visit to include questions with comment areas about whether the information in
the admissions and recruitment process was clear, accurate, and without pressure. The visit team
will continue to canduct an on-site student survey to gather further information about the students’
experience. Furthermore, the Student Relations specialist will conduct on-site interviews with
students to garner further feedback of their experience, particularly through the admissions and
recruitment process.

We have also required all documentation related to their admissions and recruitment practices
(including policies and guidelines, orientation packets for recruiters, interview scripts, etc.) to be
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included within the room materials. This information will be reviewed by the Student Relations
specialist on site, who will conduct interviews with the admissions directors and admissions
representatives while on-site.

Furthermore, we are requiring the campus to provide their policies and processes for monitoring
recruitment personnel. We will then request evidence of the implementation of this policy. For
exampie, if the institution records admissions calls, we will request a random sample of these
recorded calls. The depth of the review will be dependent on any at-risk factors, survey and
interview responses, and documentation review.

Financial Aid Review Enhancement (Checklist)

We will utilize a newly implemented checklist for financial aid review. The checklist will be
included within the Evaluation Procedures and Guidelines and provided to the Student Relations
specialist on campus. The checklist will serve as a guideline in order to ensure that the evaluator
reviews Title IV eligibility, compliance audits, appropriate documentation for financial aid and
consumer information, cohort default rates, scholarships, financial aid staffing, and student file
review (include a file review check sheet),

We have been monitoring institutions for at-risk factors including complaints and adverse
information, student achievement indicators, financial condition, enrollment growth, extensive
changes, and previous visits. The coordinator will compile the at-risk factors for presentation and
discussion at the pre-visit meeting. This information will help the team members be aware of
current or previous issues at the institution.

In addition, the At-Risk Institution Group (ARIG) is meeting on a periodic basis to determine the
necessary investigatory actions to take for institutions that have severe or multiple at-risk factors,
In a number of instances, ARIG is directing special visits to the institution to further investigate the
at-risk factors. In these cases, the team members will be provided with the "package” of at-risk
information.

There were extensive revisions, to include the addition of a number of narrative-required
questions, ta all sections of the team report templates. Hence, evaluators MUST review and
download the most recent version as published on the ACICS web site,
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00010868 Staff

WVBC pride themselves on how much their instructors push students to be independent thinkers, and
how much they learn in just the first year at WVBC. As a staff member | pride myself in our uniqueness,
to confront instituticnal problems in a mature way for the students tc comprehend who are new to the
learning aspects of their responsibility in the academic needs and the creation of a trusting and laid-back
educational environment for cur student body.

West Virginia Business College - Nutter Fort, WV {00010868)

00010868 Faculty

West Virginia Business College is a student centered campus, and truly values its staff. The classroom
size is small enough for a personalized learning environment. We take the time to work with our
students, and | have really seen the results. The office is organized and keeps everyone on schedule.
Students are required to attend class, unless officially excused. The students are fully engaged in my
class, and | keep them on the edge of their seats by asking multiple questions throughout the class
period. | have ncticed that the students would rather be bothered with questicns, then to be strictly
taking notes the entire class. Overall, | would state that West Virginia Business College (Nutter Fort
Campus); takes the time and effort to ensure that every student gets the education that they are paying
for. The environment provides the means for a successful learning environment.

West Virginia Business College - Nutter Fort, WV {00010868)

D0D10868 Staff

| deeply enjoy my job at WVBC as the Financial Aid administrator. Since | have taken this position at
Nutter Forts’ campus | pride myself in making sure that every student fully understands the advantages
of furthering their education not just in college, but particularly at our college. | have had the advantage
and benefit to work as a night receptionist, the CSR, as well as an instructor before settling into the FAA.
The cppertunity allowed me to get to know each student on a personal level, which better serves us to
communicate and reach out toc students when they are struggling to make sure they stay with their
program and possibly come back for ancther program. WVBC, to me, is a small community/family. | truly
enjoy my work and the people around me here at West Virginia Business College.

Waest Virginia Business College - Nutter Fort, WV {00010868)

00010484 Staff



| feel the Staff and Faculty work hard to demonstrate to the students that they care about the students’
future and do their best to facilitate in the students' pursuit of a quality education.

West Virginia Business College - Wheeling, WV {00010484)

Qool10484 Student
It is a very good place. | have learned so much my first quarter.

West Virginia Business College - Wheeling, WV {00010484)

000104384 Student

Hello | am a student about to finish at the schocl. | will be done in September of this year. | can honestly
say that for the most part it has been a joy to go there. | am happy with the instructors and the classes.

| love the hands on in the classroom. there has been a few hick-ups along the way with communication
but it is constantly aproving. Even with that being said | felt | made the right choice to go there. Thank
you.

West Virginia Business College - Wheeling, WV (00010484)

00010484 Student
| love this school and they way the care about are education

West Virginia Business College - Wheeling, WV (00010484)

00010484 Student

_s an excellent director.-as went above and beyond to teach me everything |
need to know about Surgical Technology. Great staff, great environment, and great improvements since

| Elt ot

West Virginia Business College - Wheeling, WV (00010484)

00010484 Student






As a part time instructer | find the students to be very pleasant and teachable. They often face
monumental challenges toc completing their educaticn such as transpertation and affordable child care.
For most of these students, this is the most positive educational interaction they have experienced.
Instructers at the school are caring and communicate with their students in whatever way they can and
are very encouraging te help keep them in school to complete their education and pursue a career.

West Virginia Business College - Nutter Fort, WV {00010868)

00010484 Student
More in depth classes

West Virginia Business College - Wheeling, WV (00010484)

00010434 Student
| absalutely love this school

Waest Virginia Business College - Wheeling, WV (00010484}

000104234 Student
| absolutely love this school.

Wast Virginia Business College - Wheeling, WV {00010484)

00010484 Student

| have been a student here since 2013. | finished my Associates degree in accounting and business
management in June of 2015 with a 3.88 GPA. | am currenting an IT student and will be finished with
this Associates degree at the end of December of 2016. | currently have a 4.0.

West Virginia Business College - Wheeling, WV (00010484

00010868 Student
We need more students maybe a different location weuld help

West Virginia Business College - Nutter Fort, WV (00010868)
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July 25, 2016

Official Complaint Letter

Did you follow the campus grievance policy? Yes

Do you wish to remain anonymous? Yes

School: 10868 - West Virginia Business College, 116 Pennsyivania Ave., Nutter Fort,
WV

Your relationship to the School: Former Faculty

Complaint: I Have witnessed forging of students documents for Financial Aid. I have
witnessed students being kept on paper instead of being dropped to keep money
coming in and also to look good on paper for ACICS accreditation. I have witnessed
lying to the medical students to get them to enroll., ( intermships that don't exist) I
can provide names of the students who never went on an intermship. They also have
cheated students out of stipend checks due to attendance .. that is kept on the AA'S
computer and a hard copy in her desk. I have also witnessed fake scholarship tests
sent to wheeling, to make it look like NF is giving the tests.. ( all scholarships have
been to wheeling for the past 10 yrs) They also follow a Procedural Manual that
they don't want ACICS to find out about.. all employees are told to deny this.( its
attached at the bottom) All students are also promised that they will have
Phlebotomy,, they practice on a arm that has no veins and needs new skin.. NO
LIVE sticks at all per Wheeling and the owners. All equipment has been purchased
by faculty and faculty that had equipment donated to school from Heartland
Assisted living facility ... No needles or anything has been purchased and some
students they can't practice on the fake arm due to this. They have also been
without an instructor and have had other faculty teach these classes that have no
medical back ground what so ever. They have other faculty who have had to cover 3
classes at a time due to no instructor for the day. they have also had to have the AR
to transmit FA due to no one else to do it. Emnails sent out on stratuswave.com

750 First Street, NE, Suite 880 « Washington, DC 20002-4223 « t — 202.336.6780 « f - 202,342 2583 + www.acics.org
ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND SCHOOLS



July 25, 2016

Page 2 of 2

_ kept them all for 3yrs. Where we were Lold to do unethical
things to the files in order to keep them updated.. ie forging students names and
parents names, is one of the students . his another .
ﬁone.ﬂus to many more Lo name. er st ave wiltnessed

this as well and will testify or submit an affidavit. 1 hope this is helpful. Its a
disgrace how the studenls are being mislead.

760 Frst Street, NE, Sute 380 « Washington, DC 20002-4223 « ¢ — 202.226.6780 « £ — 202,842 2593 « www.acics.0rg
ACCREDITING COUNCIL FOR INDEFENDENT COLLEGES AND SCHOOLS



BUSINESS HOLU'RS

WVYBC Opens 7:30 am. Monday, Tuesday, Wednesday, Thursday
900 am. Friday and Saturday
WVBC Closes 10:00 p.m. Monday, Tuesday, Thursday

500 pm.  Wednesday

4:00 pm. Friday

1:00 pm. Saturday
Break Week Opens 800 am. Monday, Tuesday, Wednesday, Thursday

9:00 am. Friday

9:00 am. Saturday
Break Week Closes 7.00 p.m. Monday, Tuesday, Thursday

500 pm. Wednesday

4.00 pm. Friday

1:00 pm.  Saturday
5-27-15(4-10-15) INTERIM- CLASSES/ADVERTISING/PROCEDURE-27
Math and Interpersonal Communications are always taught at Interim. Begin with Math -
2 hours - 10 minute break after first class -IC is taught for 2 hours. No other breaks are
permitted. Classes are 6 weeks in length. Same syllabus 1s used for 12 week course. DR
advertises for Interim teacher with specialty classes in computer, medical, legal. Wed.
after drop/add, AA posts on roster in PRC book, students class,name,teacher.
Monday before start, AA orders books for all expected starts. Friday before start,
teacher emails DR handouts, 8" week DR completes -27 Evaluation-Interim teacher.(see
gtriv.evalua,)
FA Completes 32 Frnday before start (see sign in sheet Verification eic.)
5-27-15(3-3-14) APPOINTMENT SETTING-DIRECTOR /FINANCIAL AID
DR/F A schedules appointments for interviewing new employees after 1:00 on Monday
through Thursday or anytime on Fnday and Saturday. FA schedules appointments with
students on Friday or Saturdays. Appointments are given to DR/FA assistants to place
on their calendars.
10-21-13 APPOINTMENT BOARD-COLOR CODE DR/AR-1
ing meetings, AR posts on DR board under date, all appts.

made to give presentations-“time, name, telephone #

GREEN-AR: AR writes under date, applicant’s name, FA and time. AR gives completed
application and —1 to FA. AR informs FA if student is in default now, if known. ({12 See
DEFAULTER COUNSELING SESSION )

BLLU: DR re-enrolling-write name under date, time. All “other”appts.-name/purpose.time
under time. “interviewing/counseling”. End of each day, erase appts. change date at top.
5-18-15(3-15-13)APPPOINTMENT BOARD -COLOR CODE-FA-1-98

GREEN- (Only I"'A writes on I'A board )As FA receives a completed app., -1 and
applicant has FSA ID#, FA writes applicant’s name and time of appt. FA writes
applicant’s name on spread sheet (38) with pertinent information. (/f applicant is in
defanlt-comnseling session ts complefed per DEFAULTER-COUNSELING SESSTON)
BLUE-Meetings scheduled for Friday/Saturday with current students.

RED-Any other appointment FA has that day. At end of day, FA updates their board.
5-22-15 (4-21-15) CALENDARS

DRs, AAFA AR CSR on Wednesday-ﬁ”1 week emails the GM stating “have a nice day”.




1
8-5-15(5-27-15) ADVERTISING FOR TEACHER/STAFF POSITIONS
DR venifies the WEB page has “positions open” section current, asking for resumes for
teaching and administrative positions. If advertising must go in newspaper, DR sends
copy of ad to GM with check req. seeking approval. Ad runs Sunday, Monday
and Tuesday. All 4 year degree resumes are kept indefinitely for possibility of hinng for
teacher.

5-8-13 INITIAL INTERVIEW-BEFORE
PREPARING-OBSERVATIONS-TEACHERS/STAFF
DR/FA reviews resume before beginning interview noting applicant meets
Teachers/Staft requirement-degree(s), certifications, work expenence etc..(See "Hiring
Requirements Teacher Staff-fxception for medical reachers)
Interview-Preparing-Teachers/StafT
a) Identify most important knowledge areas that will be needed for position you
are looking for and what skills and ability the ideal candidate should possess.
b) Create some specific questions to ask all candidates that clearly and
behaviorally demonstrate that they have these critical factors and skills. As
applicant to demonstrate their skill, solve a problem that clearly and
concretely provides proof you need, to make an “informed” decision.
¢) Beready to ask specific and measurable questions of candidate
d) Beready to ask if they consider themselves successful. If “yes™ ask for a
specific example of their success
c) Be sure to ask questions to know “cnough™ about a candidate before hiring

Initial Interview-Observations
The following observations must be noted as soon as the interviewing begins:
a) Is appearance professional? Are thev outgoing? (offers to shake hands)
b) Does interviewee ask questions about their responsibilities? (Aggressive)
¢) Projects confidence? (FPosture 1 can attitnde”™ eve contact-cheerfil)
d) Make notes, attach to resume.

1-1-13 INTERVIEW-PRIOR TO SECOND INTERVIEW-REFERENCES

Before setting a second interview, references must be called. Call at least two past

employers and one personal reference (notes in file) and ask the tollowing:
Previous Employers

Would you rehire this person if vou had a position open?

Was he/she late for work? Did he/she miss much work?

How did he/she get along with other people on the job?

How did he/she get along with the general public if he/she met them?

How was his/her telephone manners?

6. Did he/she volunteer to stay overtime when warranted?

7. Did he/she always look and act professional?

8. Was he/she self-motivated?

d b —

ok

guestion you wai but the applicant does not have to answer).




Personal relerences

1. How long have you know this person and in what capacity?

2. Do you feel she is trustworthy and dependable?

3. Do you feel she 1s professional in appearance and attitude?
Before offering the position to applicant, DR/FA asks “Would you care enough about a
student to spend extra time with them if they asked for help?” DR/FA should give two or
three scenarios asking how they would handle it. (Staff position- applicant is given a
timed writing. Applicant is expected to fype a minimum of three minutes, 43 wpm with
only 3 errors and must also be computer literate. Timed writing is placed i their file)

8-1-13 HIRING REQUIREMENTS-TEACHERS/STAFF

All teachers must have a minimum of a four-year degree. Medical teacher — 2 years
degree with written certification(s) and/or extensive written prool of experience in
their file. An ofTicial transcript (not “issued to student”) must be in their file before
the end of their first month of employment. If it is not received by end of the

first quarter, teacher cannot be asked to teach again. Teacher can teach only

classes passed on their transcript ( ighlight). Work experience in class(s) to be taught,
must shown on their written documentation whai they do/did in this position. This
documentation must come from their direct superior. Staff must have a minimum of an
Associate degree.

9-30-13 TEACHER’S Ts-QUIZ

Monday, first week of each quarter, DR makes a copy (front and back) of

the most current Teacher’s Ts, if not already in file, and has each teacher, read and sign
the last page of the “Ts” for their file. During the 7" week teachers meeting, DR gives a
short quiz on the Teacher’s “T”s. DR reviews the incorrect answer at the next teacher’s
meetings. Quizzes are kept in teacher’s file.




3

9-21-14 TEACHER’'S “T”s COVERAGE

TEACHER’S "T"S ARE TO BE READ AND FOLLOWED BY ALL TEACHERS,

DIRECTORS WILL GIVE A QUIZ ON "TEACHER’S T" ON
THE SEVENTH WEEK OF EACH QUARTER. COPIES OF THE COMPLETED
QUIZ ARE KEPT IN EACH TEACHER'S FILE.

TEACHER’S T'S ARE CONFIDENTIAL AND ARE NOT
FOR STUDENTS REVIEW!



4a)

T-1 1-27-14 TEACHER PERFORMANCE EVALUATION-27

DR evaluates new teachers periodically during the first 6 weeks and there DR evaluates
All teacher in each class at least once a quarter. Teacher will not be notified ahead of
time— classes are to proceed per syllabus. This enables the DR to monitor the progression
of each class assuring the syllabus is being followed daily. Peer evaluations are to help
assist teachers in improving teaching techniques.

6-2-15 (6-9-14)LESSON PLANS — 41-LOCAL LIBRARY VISITS /GUEST
SPEAKERS-93

Teachers email lesson plans-41 Monday morning before classes to DR

Plan must indicate teachers are taking students to local library once a quarter for research

or assigning research on the online “library”. Lesson Plan identifies homework, quizzes,

test and assignments as well as guest speakers and field trips.

1-27-14 TEACHER PROFESSIONAL GROWTH/DEVELOPMENT

DR makes appointments with teachers during review/exam week firm up teaching
schedule for next quarter. Books/syllabus for these classes are given to teacher. DR
strongly encourages professional development for each teacher; i.e. taking FREE
classes at WVBC or outside of WVBC, seminars, computer seminars, professional
magazines, belong to professional associations and clubs to improve teaching techniques.
Documentation must be given to DR showing their professional development, which is
placed in teacher’s file. This information 1s needed for ACICS Date Sheets.

7-5-13 EXCUSED ABSENCES

Excused Absence definition — Means the student e¢an make up their work if it is

the teacher’s policy but student still is marked A-absent. No exceptions.

6-2-15(7-5-13) UPDATED STUDENT CONTACT-84

Second week of classes, teachers have all students complete-84 (blank forms in
mailboxes) and gives -84 to FA directly after classes that day.

6-29-15(7-5-13) STUDENT CONTEST

AA posts by teacher’s mailboxes on registration day, a list noting date, name of the
teacher/class that will be responsible to participate in the contest
WHEELING-Class noted on “contest list”"-displays on bulletin board located in the
annex by student’s restrooin. NUTTER FORT—Class on “contest list”, displays on
bulletin board selected by DR. Second Tuesday of the quarter, teacher has designated
class on list post their display. Monday of third week, teacher has students take down
display during the first 10 minutes of their class. Tuesday, during class period, teacher
has class prepares and posts a bulletin board which has a direct bearing on the class.
Teacher interacts with class while preparing display and stresses the purpose is to help
students learn to work together as a team and develop ideas for projects as if they were
working. Thursday of the 10 week staff votes on “best” display. Ifthereisatie, a
drawing is held by DR same day. Winning class receives a pizza party Tuesday of !

-I th



week, before review/exam week, Winning class meet in student’s lounge
during class hour. 4(b)

T-2 SPECIAL QUIZ-CLASS PARTICIPATION

All teachers give a “class participation” quiz on the black board Monday every week
in each class (except first and last week of a quearter) beginning 2" week and ending 1
week of a quarter. Two (2) questions are asked. based on previous Thursday’s class.
Teacher writes “QUIZ” on board and writes two questions. 1.e. “Did we cover the entire
chapter Thursday?” or “Did we have a test Thursday?”or “Was homework assigned
Thursday™? etc. No make-up is permitted for this test. Absence on Monday has
student earning an “F”. Grade is averaged into final grades. This is a pass/fail test.
Test must be easy to motivate students to attend class on Thursday and Monday to earn
an “A” and help bring up their grades.

1-15-14 WVYBC OFFICIAL FORMS

Friday of break week, AA emails all current forms listed below to all teachers. (fhese
Jorms are always available ou the CSK computer if teacher does not have their own
computer):

l1h

-28 Substitute Teacher -33 Repair Orders 35-Guest Speaker Thank You
—41 Lesson Plans -44 Teacher Attendance/Call Log -54 Problem Solving
-58 Class Format -77 Advising -84 Updated Student Contact

-83 Field Trip/Guest Speakers -93 Library Visit/Guest Speaker -115 Input Staft/Teacher
As these forms are completed, teachers email to AA.

1-20-15 REPAIR ORDERS-33
Daily teachers notify DR by completing a -33 whenever anything in their classroom
needs repaired.

1-1-13 INSERVICE-TEACHERS
DR holds an In-Service on registration day each quarter and all teachers must attend.

7-1-13 ADVISING-54-77

TEACHER/MENTORS
During meetings with students, mentors are to explain “this is not a complaint session -
we want to know about you — positive things about you as well as any issues you may
have” Teachers help students with academic issues relating to their class(s). Once the
1ssue has been rectified, teacher completes a -77 and emails to DR and student’s mentor.
If teacher was unable to handle this issue, teacher refers student to their mentor; emails
student’s mentor and DR a detailed -77 of the student’s issue. Mentor must seek
student out and make an appointment with them during mentor’s free time or before/after
classes. Mentor completes a -77 if issue is solved and emails all -77 to the DR. If mentor
1s unable to help the student, mentor completes a detailed -77 of their own and emails all
-77 to DR. DR works with staff/taculty to solve the problem. DR emails a response to
the mentor explaining the solution, if one is determined. Mentor meets with student and
1f mentor is unable to satisfy the student with response DR gives, mentor completes a -
34 emailing to the DR. DR emails the mentor designating a time all three can meet.
After meeting, DR completes -77. Copies of all -54 and -77 are printed and placed in




student’s file. Immediate attention to the problem helps “save” studenis from ultimately
giving up.

4 (c)
T-3 MAKE-UP TESTS/QUIZZES/EXAMS POLICY
Teachers are permitted to have their own policies on students making up quizzes/tests.
Exception-Monday Quiz on previous Thursday material-No make up. During first
day of class, teacher informs students of their policy and emails their policy registration
day to DR and students. If the teacher permits students to make up tests/quizzes: teacher
administers test/quiz after classes. This 1s given on teacher’s own time-before/after
classes, office hour, or Friday, Saturday. Make up tests cannot be taken during classes or
given by anyone else. Teacher cannot send student out of class to take the make-up test.
Student must attend the class to be counted present. Teacher must do a different test than
the original test already given. Teacher must be consistent in applying their policy.
No exams are given early without prior arrangements made with DR. This is done only
under “very special circumstances” Documentation must be in file for taking an early
exam. No one can give the exam or grade the exam but the teacher.

1-16-15 TEACHER’S ATTENDANCE — 34a-FINAL GRADES

WYVBC teachers keep attendance for students academic standards of progress. Grades
and teacher’s attendance are kept daily on -34. Final grades are posted on -34a and
registration cards by teacher at end of quarter no later than Friday at 1:00 of exam week.
-34a 1s given to the office.

3-1-13 TEXTBOOKS COPYING
No copies are made from textbooks for siudents.

7-6-13 FIELD TRIPS-GUEST SPEAKERS-83

One field trip and cone guest speaker is mandatory each quarter per each class. Teacher
contacts a guest speaker and sets an appointment. Teacher requests the speaker to come 5
minutes before the class 1s to begin. Teacher meets guest and take to their classroom.
Trips and guest speakers must be relevant to the class and supervised by the teacher.
Teachers do not drive students anywhere. If a teacher dnives students, they are
responsible for any liability that may occur. Form -83 is emailed to DR 48 hours before
trip/guest speaker is planned and an approval/denial will be received by email. Ifa
student does not show up for a field trip/guest speaker, they are marked absent.
Attendance is always taken on field trips/guest speaker. Field trips/Guest Speakers are
not scheduled AFTER the 10" week. DR has teachers send a thank you note to the
speaker/business.




4(d)

T-4 1-16-15 TEACHER'S DAILY ATTENDANCE - CALL LOG -44

WYVBC has no Tardy Policy. This is up to the discretion of each teacher! Teacher
must tell students their policy first day of class as to their tardy policy. During the
beginning of each class after registration day, teacher writes on -44 each student’s name
attending that class. At the end of the teacher’s last class, -44s are given to the AA.
Once drop/add period ends, teacher receives an official roster Tuesday and a -44 for each
class, listing all students who are to be in their classes. Teacher’s attendance is kept on -
44 by teachers throughout the quarter daily. No exception is made for a student- when
they are NOT SEATED in class, they are marked absent! (excused absence only
permits student to make up work/fests if that is teacher’s policy only —student is sull
marked ABSENT (4) Individual makeup policy 1s enforced by the teacher. Teacher is

show concern for the student being absent. A note 1s written on -44 before turning in to
DR. (Zeacher notifies meantor that student caniol be reached). Mentor attempts to
contact student and completes a -77 which is emailed to the DR. Teacher encourages
student to attend classes or call the office if unable to attend. Teachers need to

make more than one attempt at different times to determine why student did not attend

for the information and have them come in early the next day with their -44. DR reminds
teacher that this is to be given to AA at the end of each day.

1-1-13 CLASS FORMAT-58

All teachers must follow -58 when conducting a 55 minute/75 minute class period. DR
posts -58 near the teacher’s mailboxes. Classes cannot be started late or dismissed early
regardless of the reason. Class cannot be moved without prior approval from DR who is
the only person permitted to cancel/shorten a class.

7-5-13 PRE-EVALUATIONS

WVBC monitors the quality of each class being taught and the quality of the teacher
based on objectives listed on syllabus. Teacher determines what they want their students
to learn by end of the quarter. Pre-evaluations-Teachers review syllabi once assigned a
class, then write a pre-evaluation and lesson plan accordingly. True/false/multiple
choice questions should be limited. This permits DR and teacher know if goals set have
been accomplished. Teacher needs to determine 5 major goals they wish to cover during
the quarter. Under five major goals. ten questions relative to these goals should be asked.
(50 questions total). Pre-evaluation is given to DR by Tuesday of break week to review.
Teacher administers pre-evaluation on Tuesday after registration day to all students

in each class. Teacher explains “this 1s a guide to enable the teacher to evaluate each
student and how they are progressing during the quarter. Teacher explains to student
they should not expect to answer most of the questions correctly. since generally, they
have never taken this class prior to attending WVBC. Teacher explains

“this does not count in your GPA/CGPA”. At end of class, pre-evaluations are collected,
graded and given to DR by Friday, 3:00 p.m. at the end of drop/add week. (Fach iime a
hook changeys an updeated Pre-evaluation must he made by teacher)




4el)

4-15-15 POST EVALUATION - EXAM

The post-evaluation is to be similar to the pre-evaluation and given (day) Wednesday,
Thursday for each class and (evening) Thursday during the 11" week of the quarter. This
1s the final exam. After posting all final grades, these evaluations are given to DR no
later than Friday, last day of the quarter. DR completes a synopsis of the evaluations and
meets/emails with teachers each quarter to review, determining if goals were met in each
class and it not, how do they plan to meet their goals in the future. (DR completes -77 for
each teacher’s file for tuture referencing) A new pre/post evaluation (exam) is compiled
by teachers each quarter for each class. Same evaluations already given are not to be
used again. (Lach time a books changes the Pre Post Ivaluation is updaied by teacher)

1-16-15 TEACHER’S ATTENDANCE POLICY34.a,b-44-72

A teacher will not fail a student based on attendance alone. A teacher may award a
passing grade of “D” if merited. (/fa class is a pre-requisite for another class, the
teacher nmist review the stident’s academic abilitv before aowarding a ")

A = NOT sitting in seat

E = Exam exemptions

H = Holidays in quarter per WVBC Catalog
C = Cancelled classes.

ONLY the DR can cancel/dismiss classes early. Staff members report to work,
teachers do not. DR cancels when Community College cancels classes — “weather related

only.”

DR calls TV/radio stations by 6 am./5:00 p.m. If classes are dismissed early, Day-
shorten each class 10 minutes. Evening-shorten each class 15 minutes. DR emails
teachers when this is to happen. Teacher is NEVER to cancel a class or informs students
they will be absent for class the next day. If teacher is absent, it is the teachers’
responsibility to call a substitute. If no substitute 1s provided by teacher, Director will
find a substitute by checking “substitute list” turned in by each teacher each quarter. If
none on this list are available, DR assigns a teacher that has a free period at the time of
the class to teach the class using current syllabi and taking attendance. DR will
determine why teacher did not make their own arrangements as required. Note 1s placed
in teachers file to refer to for future employment.

Many, if not all, students receive some sort of financial aid. Official verification of
attendance is required of teacher by the Office of Education and other agencies.
Opinions are not accepted on attendance. The student is either IN the seat or NOT in the
seat. Anyone falsifying a students’ attendance, does so at their own risk and assumes all
liability associated with the fraud, including employment termination.




“P” and “A” are a factual record kept on the 34a,b and 44 by teacher and are recorded
on the Master Teacher’s Attendance Log (72). These are official documentations and
must match the 34a, b and 44 WVBC has no (T) Tardy policy. Teacher handles whatever
disciplinary action deemed suitable.

4e(2)
I-1-13 TEACHER’S SCHEDULE/FREE CLASS-40
DR reviews official transcript(s) of teachers, determiming if a teacher has on their official
transcripi(s) classes assigned to teach each quarter.(highlighted) 1f work experience is to
be considered in the equation, pertinent documeniaiion must be in the teacher’s file. Itis
the teacher’s responsibility to get the documentation to DR before being assigned the
class. As a benefit, WVBC teachers are permitted to take any class at WVBC at
“no charge”. (Teacher is required (o purchase bookimaterials needed for the class-
except scrubs). Teacher is considered a “student”
and follows all procedures students follow. An official transcript is issued upon passing
the class. Once the official transcript 1s received by the teacher, they are permitted
to teach the class they passed.

1-1-13 EMPLOYEE HANDBOOK -146a-g

All teachers are given a copy of the Employee Handbook day they are hired

to read, implement and keep for their records. (signature page signed and in employee’s
file.) January, [irst week of each year, DR has copy made for ALL employees.
(sigmature page signed and in employee’'s file.)

6-3-15(1-2-13) MID-TERM GRADE POSTING-TEACHER PLAN

No mid-term exam is required. A mid-term grade is posted on registration cards

by Friday-6"week of the quarter. (7his shows student’s progress for SAPJAll posting is
completed in the office. Formal notification to students of mid-term grades 1s not made.
If studeni earned D or less, teacher makes a written plan by the following Monday-
emails to DR. Plan is to help student bring up grade(s). Teacher speaks with student

the next Tuesday explaining the plan to help student bring up their grade.

Teacher does not tell student they eamed a D or less. Students are informed they are not
doing as well as they could and teacher has a “plan” to help improve their grade(s}.
Teacher -77 1s completed and emailed to DR and student’s mentor. DR reviews and files.

6-3-15 EXAMS/REVIEW/POSTING FINAL GRADES

EXAMS: All students must take exams except those who have completed a class with
an “A”. REVIEW: First two days of the 12" week are used for review.

{Day) Wednesday and Thursday are exams. {(Evening) Thursdav is exams. Final grades
are posted by Friday at 12:00 pm.

7-5-13 HONORS PROGRAM

Honors program is open to all students. This is based on individual class performance.
Student must receive an “A” as a final grade in their class. By Thursday before
exam/review week, student is exempt from attending the review and exam for each class
they earned a final grade of “A”. DR emails/telephones students to excuse them from
attending that particular class.




(Under no circumstances does the teacher tell students they earned an
“A " and do not huve to take the review and final exam. [f this occurs, DR places -77 in
tecacher’s file for future consideration for hiring)

)
8-1-13 SUBSTITUTE TEACHERS-28
Teachers are required to give to DR on registration day, (1) one name
and telephone number of someone with a 4 vear degree. (NOT currently working at
WI'B(), who is available to substitute for them during the quarter. DR composes a list
with these names and emails to all teachers to use. (DR posts this lisi by teacher s
mailboxes.) Teacher is responsible for calling their substitute and make arrangements
with their substitute. Teacher asks the substitute to arrive 15 minutes before the first

DR the day before being absent. Substitute must actively “teach™ per svllabi (1101 just
take attendance and monitor class). Lesson plan and syllabi must be followed. (When a
teacher does not make arrangements for a substinite, DR completes a -77 for the
teacher’s file for future consideration of employvment.j 1t 1s the

current teacher’s responsibility to pay substitute teacher. (/f the current teacher did not
get a substitute, when possible, if a current teacher is free, DR ask them to teach the
class. PR adds to current teacher’s pay deleting from teacher's pay who did not get

a substitute.) Note on Payroll if non-compliance.

4-15-15 PAYROLL

Emplovees are paid twice monthly 5% and 20" Checks are distributed by DR at 12:00
pm/5:30 pm. If the 5™ or 20" falls on a Sunday/holiday, checks are given

the next working dav. The dav an emplovee leaves WVBC employ, DR notifies GM who
notifies accountant and check is mailed directly to the ex-

employee’s most current address on file. All questions regarding teacher/Dept.Head pay

8-1-13 INPUT FROM TEACHERS-115

If a teacher wishes to submit a change for books or make a suggestion to improve
WVBC-115 is emailed to DR. Teacher suggestion must benefit the student and WVBC.
Suggestion must be informative and completed in its entirety. If1tis a class or program
change, a survey of the community will be completed at both campuses by teacher and
DR to determine if the community is in need of this class/program per ACICS criteria.
If DR feels suggestion is acceptable, DR notes why they accepted the -115 and forwards
to the Pres/VP/GM. Once received and decision is made, email is sent to the “other”
campus DR and teacher to review and if approved/denied the DR at “other” campus
replies to the Pres/VP/GM. When a decision is made, a reply 1s sent to both DRs

to infonm the teacher of the decision. (-7 15 and all responses are kept in the
Correspondence files.)
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T-7 STAFF AND TEACHER EVALUATIONS BY STUDENTS-29a

Monday of 8™ week of quarter, DR gives each teacher -29a to have each student in

their 10:00 a.m /7:20 p.m. class to complete. Evaluation is given at the beginning of class
while the teacher is taking attendance. Teacher is to emphasize that if student would like
a change to be considered based on their responses, they must sign evaluation. If not
signed, it 1s assumed that student is not serious and no consideration is given to their
evaluation. Since only the DR reviews evaluations, student should not be “afraid™ of any
consequences, Teacher explains this 1s a tool to help WVBC get a general consensus of
students attending now. WVBC feels input of students is valuable and

will help WVBC grow. After completed, teacher collects and a student is asked to take to
the DR now. This should take no longer than ten (10) minutes. There should

be no discussion in the classroom concemning this evaluation. (Teacher shounld never feel
“threatened” by these evaluations.) Once reviewed, if DR feels a teacher needs informed
about anything in particular DR will notify them.

4-6-15 MENTORING-77

All students are assigned a new mentor on registration day. (7his enables all mentors to
gel to know all students). AA emails mentors Friday before registration day, a list giving
their student names and phone numbers. Mentor must mentor their student a minimum

of twice a quarter. (-77 completed and email to DR each time). As new quarter begins,
AA compiles a new mentor list. AA posts “mentor’s office hours™ (feacher 's free period)
on student board. Mentors email their “oftice hours” to students reminding students they
need to email their mentor and make an appointment either dunng mentor’s free

period, before or after classes or Friday/Saturday.

1-2-13 CATALOG-WVBC
AN #onebors b nogegs to the current WVYBC catalog via the college website
8 Teachers are responsible for reading the catalog in its entirety

Ao an yusauuns «€ 10 be directed to the DR. When students have questions about their
catalog, teachers refer students to the website or the DR. Teachers do not give their
“opinions” on the catalog to students. If teacher feels something is not “right” in the
catalog, teacher meets with the DR expressing their concern.

5-3-14 BEHAVIOR IN CLASSROOM-DRESS CODE

If a student bnngs food or drnk into the classroom, teacher asks student to leave and
discard item in the student lounge — not in classroom. When student leaves and doesn’t
return timely per teacher timeline, student is marked Absent. If student is not dressed per
catalog dress code, they are sent to the DR and not permitted in class until DR emails
teacher saying they are permitted back to class.

ALL CELL PHONES MUST BE TURNED OFF BEFORE ENTERING THE
CLASSROOM. STUDENTS ARE NOT EXCUSED TO LEAVE THE




CLASSROOM. IF STUDENT LEAVES, THEY SHOULD NOT BE PERMITTED
BACK IN THE CLASS AND ARE MARKED ABSENT. EMERGENCY PHONE
CALLSONLY ARE ACCEPTED AT THE FRONT DESK FOR STUDENTS.
STUDENT WILL BE CALLED OUT OF CLASS FOR THE CALL!

4(h)

T-8  1-26-15 TEACHER’S MEETINGS-68a

Every Tuesday a mandatory teacher’s meeting is held by DR at 8:30 am./5:30 p.m. DR
assigns a teacher to take minutes during the meeting. Second Tuesday of the quarter, FA
department attends the meeting explaining the FA procedure-how FA helps students
obtain grants, scholarships and loans-explaining disbursement of checks. No individual
student problems are discussed at teacher meetings. This weekly meeting is

about GOALS — teachers setting goals and keeping goals. If anything needs discussed
other than what the DR has planned, an appointment is made with DR. The appointed
teacher will type a 68a, listing teacher(s) names individually and their response(s) as
to meeting their weekly goal, and what happened. Next, teachers name(s) are listed
individually and beside each list what their goals for next week is and how are they
going to reach them. Form 68a is completed by appointed teacher and email to DR by
the next day by 12:00. After reviewing, DR emails GM, VP, Pres and all teachers. ((‘opy
of 68a is placed in correspondence file cabinet room “Meetings-Teachers Weekly)

7-5-13 INTERNET LUSAGE

Students are NOT permitted to use the internet during class for personal matters.
Teacher is to verify students are using computers during classes for

the subject being taught. Teacher do not use computers while teaching class for personal
use. Class time is for teaching fundamentals of internet and computer programs per
syllabi, not homework. Computer teacher is to check weekly for computers not
working properly and reporting to DR immediately. No programs are to be uploaded

computers “clear” of any information that should not be on the computers at
lease weekly after talking with the DR about what should remain.
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6-22-15 TOOLS FOREFFECTIVE TEACHING

1. GOOD TEACHING PRACTICES ENCOURAGES GOOD STUDENTS: First
day of class teacher reviews class syllabus and class outline with students. Handouts are
emailed to the DR and all each teacher’s students first day of class. Teachers bring in
current news items, current events and discuss. This keeps the class’s interesting and
encourages students to interact freely. Visual aids are necessary, retlecting the class being
taught as well as teacher decorating their own room- (remember- no tacks, push pins or
scotch tape. Get sticky-tape from DR if needed.)

2. ENCOURAGE COOPERATION AVMONG STUDENTS: Teachers need to
encourage students to form study groups and exchanging phone numbers.



3. ENCOURAGE ACTIVE LEARNING: Teachers need to assign group projects to
students, not just lecture them.,
4. PROMPT FEEDBACK: Teachers need to know if students understand what is being
taught. Teachers email homework assignments/graded tests within 24 hours. Teachers
needs to ask periodically for students to write a note at end of class as to what was
learned that day and tum it in.
4i)

S. COMMUNICATE HIGH EXPECTATIONS: Students need to know what i3
expected of them and what standards are set by teachers notifying them by e-mail/verbal
notification.
6. GOOD PRACTICE RESPECTS DIVERSE TALENTS: Teachers need to explain
to students education i1s becoming more and more important for employment. Business
world expects good grammar/spelling. Teachers must always correct students if their
grammar/spelling need to be corrected. Points are taken off of paper for grammar/spelling
errors per syllabus. Teachers should always be aware of their own grammar/spelling.
7. ONE OF THE MOST IMPORTANT ELEMENTS OF GOOD TEACHING IS
THE TEACHER MUST GAIN RESPECT FROM THEIR STUDENT: If a teacher
permits a student to come 1n late/leave early, talk in class, interrupt while the teacher is
speaking, sit anywhere they wish, leave to go to restroom during class, there 1s no respect
for the teacher. Remind students they have 5 minutes between classes to use restrooms.
Students DO NOT leave the classroom to “feed the parking meters™. This is your
classroom/take control. Students are adults. Teacher has the right not permit the student
back in class if they leave for any reason. If a “medical™ problem exists, they need to tell
the teacher before class starts. You must demand respect or vou will lose control.
CELL PHONES MUST BE TURNED OFF DURING CLASS-NO CELI PHONE
USAGE IS PERMITTED DURING CLASSES!
8. PREPARING:

a. Review textbooks/materials and set up your lesson plan in advance.

b. Prepare attendance sheets as soon as possible after onentation,

¢. Obtain students’ addresses & phone numbers the first day.

d. Notify students on how to get in touch with you the first day of class.
9. POSITIVE INFLUENCE: Do not promote confrontations in your class. Focus on
solving problems. Discourage complaints. Bring serious concerns to “Powers that Be™.
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10, BE FAIR, ATTENTIVE, REALISTIC, CONSISTENT, EXPLAIN THINGS:
Clarify vour expectations of your students and ask what expectations they have of you so
each of your students understand fully from the start what direction your class i1s going. It
vou say you re going to do something - stick to your word. Hold yourself accountable
and impart this to students so they'll accept responsibility. Always offer students a
chance to explain themselves or offer input. If their presence is valuable, then so is their
input. Speak/treat students like they're professional adults. Seek feedback- stop once in a
while to make sure you're getting through to your students and making sense.
11. LESSON PLANS: Try to individualize lessons to touch upon specific needs of
students. Take advantage of your own skills, intuition, judgment & trust them. Perform
“assessment” of students-where they’re coming from & where they want to go-and help
steer them in the right direction when they’re off course. Empower & challenge students




to improve & achieve; don’t “spoon feed.” Try to understand and accept the different

types of students you have and adjust your lesson plans and instructional techniques to

meet the needs as best you can.

12. SHOW APPLICATION: Students are paying for your presence and expect

immediate results, so show them how and what they are learning applies to them and

gives them what they’re paying for. Teach students how to apply what they are learning
4())

with real life examples and/or situations. Students lose interest if what they are hearing is

not relevant to their personal/professional development. Avoid serious digression and

discourage them from doing same.

13, INDIVIDUAL MEETINGS: Make time for individual meetings with students as a

teacher and/mentor. Be accessible outside of class and provide them with work/home

phone numbers. Maintain “open line of communication” policy with class. Contact

students outside of class to “test” the waters letting them know you are sincere. Take time

to prepare for everything and students will believe your are taking them sertously.

14. LOOK FOR CREATIVE INSTRUCTIONAL OPTIONS TO SUPPLEMENT &

ENHANCE TEXTBOOKS:

a. LUtilize Internet information. Utilize public library and WVBC resources &
video instruction. Conduct role-playing if it fits the subject. Assign
responsibility-not just homework.

Bring in interesting speakers
Supplement instruction with handouts/visual aids.
Ask students what they feel would enhance the instruction.

e. Make up a game for a certain lesson or assignment
15. ENCOURAGING STUDENTS TO THINK POSITIVELY: When students
openly complain, try to have them think positively. Don’t listen to student complain
about teachers/W VBC. By just listening, you are letting student think you agree with
them. Let the student know you feel WVBC is a great school and all the teachers are just
as great. If you don’t feel this way you need to rethink why you are teaching at WVBC.
.16, SEEK RELATED PROFESSIONAL DEVELOPMENT OPPORTUNITIES
WHICH WILL ENHANCE TEACHING ABILITIES: Continuing education benefits
teachers and students. Bring materials to class for students to review. Provide students
with “mini-course” of something learned at seminar/meeting for their own personal
professional use. Teachers give to DR documentation of seminars/meetings recently
S9b (1-17-14)
attended for their personnel file.

17. ENCOURAGE STUDENTS TO BE PRODUCTIVE AND RESPONSIBLE:
Impart upon them the impact these qualities will have upon them in their professional
lives. Make them take pride in their education and work. Provide students with applicable
“real world” scenanos as to work quality and work place expectations. Have them
maintain folders, calendars, etc., for class materials, homework, etc. Set deadlines for
work, stick to them, and establish and uphold consequences for missed deadlines.
Encourage students to apply/interview for jobs they might be interested in but wouldn’t
normally consider applying for.

S

CHARACTERISTICS OF ADULT LEARNERS



EMOTIONAL - 1) Adults seek learning to cope with life changing events such as

SOCIAL -

MENTAL -

PHYSICAL -

divorce, promotions, lay-off, firing, economic stress, loss of

spouse, spouse’s loss of job, kids grown up

2) 80% to 90% of adults are not motivated to learn for sake of

learning-learning 1s means to an end, not an end to itself

3) Many adult learners have poor self-esteem and fear of failure
(4k)

4) School is not top priority in life

5) Takes errors personally

1) Adults bring multiple experiences to class which 1s a foundation

to build on and potential barner to learning.

2) Adults have multiple roles in life

3) Adult classes have students with diverse life situations

4) Off campus oriented

5) Little or no higher education experience

1) Adults are ready to leamn

2) Adults self-directed

3) Adults are problem oriented — they want to see real world

relationships to leaming

4) Adults want it now — life change i1s happening now and they want

education to impact their life now, not four years down the road

1) Eyesight declining

2) Heanng declining

3) Expect comtfort  seating, writing, temperature, noise

4) Memory declining

TEACHING ADULTS

CURRICULUM - 1) Courses are oriented to a single concept, not broad survey

CLASSROOM -

and are oriented to apply to real world problems
2) Information contrary to what is already considered true needs to
be integrated more slowly
3) Complex or unusual leaming tasks need to be taught slowly
4) Courses are oriented to how-to, not just explanation of concept
5) Concepts need to be explained from more than one perspective

1) Adult learmer cannot be coerced or tricked to learn

2) Positive and continuous feedback is necessary

3) Comfortable surroundings-no long sitting (classes are 55/75
Minutes)

4) Do not put student on the spot to answer questions-draw them
into conversations

5) Draw on student’s experiences

6) Clarify expectations for course on first meeting

7) Be a facilitator, not a controller — use open ended questions,
encourage discussion, allow student to practice in class

8) Protect minority opinions, allow disagreements but encourage



rational and logical responses, not emotional opinions, make
connection between diverse ideas

9) Relate new ideas to student’s experiences —-integrate the new
information with the old information

A1)

10) Useful techniques-role playing-case studies-relate concepts to
Oown experiences-team projects-group discussions-journals-one
minute papers

11) Use email for handouts-paperwork gets lost

13) Emplov both audio and visual formats

14) Allow more time-adults are more concerned with accuracy rather
than speed

15) Use a variety of measures to grade students-essays, oral reports,
papers, projects.

16) Be sure students know each other and vou (what is your
background) — introductions, small group exercises {be sure
introductions are made each time)

17) Generate excitement towards topic and express interest in topic
and student’s learning topic.

18) BE PREPARED AND TAKE CONTROL OF YOUR CLASS

STANDARDS FOR STUDENTS IN THE CLASSROOM
We must teach students the standards we hold in our classrooms. We can’t expect
students to know our standards by transference, by our reputations, or by trial-and-error
experiences. Remember, there may be as many different standards in a school as there
are teachers. In addition, what was acceptable in one teacher’s room mayv be totally
unacceptable in another teacher’s room. Therefore, our definition of discipline must be
accompanied by teaching students the standards held in our classrooms. It is a good 1dea
for faculty to zet together and do some deciding about expectations concerning
appropriate behavior before addressing the issue with students. Expectations in the
classroom must include the overall expectations of West Virginia Business College.

THREE VARIABLES OF A DISCIPLINE PROBLEM
TEACHER: Too often, our thinking is totally in terms of student adjustment. Seldom do
we think predominantly in terms of teacher adjustinent. We should, however, because
failing to do so is our first mistake in handling discipline problems. To be an effective
disciplinarian, the teacher must become the primary adjuster. A teacher can be successful
in getting students to adjust their behavior only by first adjusting his or her own behavior.
PROBLEM STUDENT: The only variable that you have 100% control of, all of the
time, 18 you.
Reachers with the most discipline problems usually are those who do not control themsel
ves. As aresult, they make every sttuation worse — for themselves, the problem student
and the rest of the class.




THE REST OF THE CLASS: Sometimes we forget that we can control and channel
most classroom situations in a positive manner.

FOUR RELATIONSHIPS OF STUDENTS
I.THE STUDENT AND HIMSELF/HERSELF: A teacher can best begin helping a
student by not writing the student off because of behavior, achievement, or personality.
Our role as teachers is not to view students as we see them.
4{m)

Rather, it 1s to view them as thev see themselves. This is the key to understanding
behavior,
2.THE STUDENT AND TEACHER: All students enter class looking-consciously or
subconsciously-for help and wanting, hoping, or wishing to be successtul. A teacher’s
responsibility is to give help and cause students to be successtul in class. If we fail in this
responsibility, 1t is often because we are judging students are slow, 1ignoring their
questions, overlooking their failures or classifying their interests as trivial. According to
research, a person needs three things to be successtul:

e  One must feel successful

e One must believe that others feel that he or she 1s successful

e  One must have ownership
The sense of ownership ties everyvthing together. Anytime we deny ownership in a
class, we increase the possibility of misbehavior.
3.THE STUDENT AND PEERS: The student who cannot relate to his or her peers is in
trouble-and will generally cause trouble in a class. There 1s much a teacher can do for a
student in order to fulfill the need for peer relationships. Such instruction techniques as
peer tutoring and cooperative learning can help students interact positively with their
peers. Lecture situations do absolutely nothing to help students develop peer
relationships.
4 THE STUDENT AND CURRICULUM: We often think of the class and the
curriculum rather than the student and the curriculum. Without a doubt, curriculum
activities place some students in an impossible situation. Once a problem 1s detected,
tlexible in-class requirements, as well as proper teacher approach and attitude, can
provide this student with fulfillment rather than frustration.

THE FOUR MAJOR CAUSES OF MISBHAVIOR
If a teacher can learn to handle the misbehaviors resulting from these four causes, the
majority of our classroom discipline problems would be resolved.
ATTENTION: Most students gain attention through normal channels. However, for
sonie students, misbehaving is the only way of gaining attention. Most commonly. these
students are the ones who speak out without permission, arnve late for class, or leave
class to go to the restroom etc. They are all misbehaving for the purpose of gaining
attention. Attention is the need which must be met. If they cannot get attention in
appropriate ways, they will misbehave. Remember, giving attention reduces potential
problems and cures current ones. You can identity attention as the cause for
inappropriate behavior by the feeling the behavior generates within you. When attention
1s the reason for the misbehavior, you will generally feel annoyed.



POWER: We all have the need for power. Students express this need by open dissent,
by refusal to follow rules, or by being controversial. Remember. these students usually
feel defeated if they do as they are told. They truly feel that more power is the answer to
all their problems. If they cannot gain power in appropriate ways, they will fight to gain it
in inappropriate ways. You can identify power as the cause for inappropriate behavior by
the feelings the behavior generates within you. When power is the reason for the
misbehavior, you will generally feel threatened.
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REVENGE: There are some students who tind their places by being disliked. feared or
hated. Failure has made them give up trving to gain attention or power via socially
acceptable methods. Unfortunately, they find personal satistaction in being mean,
vicious, and violent at times. The purpose of their misbehavior 1s revenge. They are also
the students who write on desks and walls and damage others’ personal property. If you
have students who fall into misbehaving because they are seeking revenge, realize that
only appropniate success will change them. You can identify revenge as the cause of
inappropriate behavior by the feeling the behavior generates within you. When revenge 1s
the cause of the misbehavior, you will generally feel fearful or angry.
SELF CONFIDENCE: Students who lack self-confidence honestly expect failure. They
frustrate teachers because they are often capable of handling their studies successtully.
Again, only success can change the students’ academic self-image. You can identify lack
of self-confidence as the cause of the inappropriate behavior by the feeling the behavior
generates within you. When lack of self-confidence is the cause of the misbehavior, you
will generally teel frustrated.

EIGHT SECONDARY NEEDS

There are eight secondary needs and it is by meeting these needs that we can motivate
students to study and learn, as well as to behave in appropriate rather than inappropriate
ways. While these needs are also called derived needs, they are psychological and, most
important from a teacher’s standpoint, learned. Although the intensity of these needs
varies from student to student, they are within us all. People are motivated to reach for
goals-good or bad-to fulfill their secondary needs and raise their self-concept. Often
failure to aim our teachers toward these needs lies at the core of our ineffectiveness.
Many times, the problem is that we fight rather than fill these student’s needs.
Worse, we may trv to deny fulfillment of these needs and think such action is good. Yet,
to be successful, one must search for the individual need-and then try to fill it in positive,
constructive, and appropriate ways.
GREGARIOUSNESS: The need:

1. To associate with a group

2. Notto continually be alone in work
3. Toavoid a solitary life
4. Tobein the “inner circle”

J\

To be a vital or intimate part of something
Students who have these needs are easy to identify. They:
I, Like organizing things
2. Often come to see you



3. Like to keep people informed

4. Would rather work with others than work alone

5. Often ask people if they can be of help to them

6. Will form their own clubs and cliques if their needs cannot be met otherwise.

AGGRESSION: The need:

. To assert oneself

2. To be counted

3. Tohave one’s say
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Students who have these needs are also easy to identify. They:

|. “pester others to listen to their ideas
Tell people continually how they “feel” about everything
Would rather not do things “by the book™
Fight authority if they feel suppressed
Are often “anti” other departments-meaning they see no ones priorities as
important
AFFILIATIONS: The Need:

1. For friendly relationships

T S

2. Tobeclose to “the boss™

3. Tobe liked by others

4 Towork in union

5. To*possess” —to have a sense of place and/or ownership
6. Tobelong

7. To be sought out by peers and/or superiors
Students who have these needs are easy to identify. They:

1. Like belonging to clubs and especially like holding offices

2. Wantto be in charge

3. Volunteer to work on committees

4. Love to plan social activities

5. Often exclude others from being part of the “inner circle”
INQUISITIVENESS: The need:

I, Toknow
2. To question
3 Topry

4. Toeven be a “busy body”

5. To obtain gratification by the pursuit of knowledge
Students who have these needs are easy to identify. They:

1. Question everything
Shoot holes in plans
Play devil’s advocate
Like adding to other people’s plans
Drive others crazy with their ideas

6. Want others to look at and praise evervthing they do
ACHIEVEMENT: The need:

1. To succeed

2. Tobe recognized
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3. To progress and grow
Students who have these needs are easy to identify. They:
1. Plan and organize

2. Work hard to achieve goals

3. Try even when others won’t

4. Are usually high achievers in the area of their interests

5. Often resort to tooting their own horns

6. Like showing others their plans, work and achievements
4(p)
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Love to talk about what they’re doing
8. Are often disliked and/or feared by others who feel infernor. diminished or
“put down” in comparison.
POWER: The need:
1. To have the ability to act
2. To have control over one’s own and/or other people’s lives
3. To gain authority, responsibility and/or cooperation
4. To have certain nghts and privileges
Students who have these needs are easy to identify. They:
1. Fight decisions
2. Want a title, authority, and/or responsibility and the rewards that accompany
these positions
Speak out during class
Like to have the final say
Often think they “know it all”
STATLUS: The need:
To be significant
To count, to be a “somebody”
To be a vital part
To change the status quo
To have one’s say
Student who have these needs are easy to identify, They:
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1. Are easily insulted

2. Think people look down on them

3. Want information before others get it

4. “gocrazy” if decisions are made without consulting and/or considering them
5. Make themselves appear superior by making others appear inferior

6. Often put pecple down and attempt to put others in their place

7. Like to label others, prejudge those they meet, and judge everyone critically
8. Are joiners

G. Take on more than they can achieve

10. Are extremely concerned about personal appearance and what things they own
AUTONOMY:

1. Tobe one’s own boss

2. To have a self-governing way of life

3. To do what one wants to do

4. Tobe aleader



5. Tobe able to provide input
Students who have these needs are easy to identify. They:
1. Like to make their own nules
Want a “say” in matters
Want to come and go as they please
Are often fighters
Will work toward goals and strive for maximum achievement

IS
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NINE MOTIVATORS

There are nine basic human motivators. Some call them “people prionties” because they
represent what is important to people. These motivators can be used with every student
vou teach. They are so effective that businesses use one or more of these needs in order to
motivate people to purchase every product that has ever been sold. If you think not, read
the newspaper or watch television tonight. See how many of these motivators are used in
each advertisement. You may be amazed You'll probably see the need to apply them to
your efforts to motivate pupils to exhibit appropriate behavior in the classroom.
PERSONAL GAIN: When you're trying to get a student to change a behavior, always
keep in mind that personal gain is the most powerful motivator. Whenever you’re trying
to get a student to do anything, that student will conseiously or unconsciously ask himself
or herself “What's in it for m””" or “What do I get out of 1t?" [t's called the pnmary
question. If the student’s answer is “Nothing™ your efforts to correct or change behavior
may fall on deaf ears or even find resistance. Remember, students are constantly asking,
“What’s in if for me to have this teacher, to tollow this teacher’s advice, or to do as this
teacher asks?” If vou ask your students to work for you or to behave for you-the personal
gain for vou is obvious, but you have not answered the primary question. As a result, you
cannot motivate students with your personal gain.

PRESTIGE: If vou don’t think prestige is a motivator, just recall how students’ success
1n one subject or extra class activity often holds more weight with students than success
in other subjects or extra-class activities.
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Too. be aware how much prestige motivates people to be in specific groups or to wear
specific clothing. The question is this: How can we use prestige as a motivator to get
students to work hard, to follow class rules, and to behave appropriately in class? The
rule of thumb 1s that giving students a sense of worth or making students feel important
gives them prestize. Whenever we make students feels insignificant or powerless, the
prestige motivator 1s taken away.

PLEASURE: The motivational value of pleasure is easy to recognize. It’s hard to make
people want un-pleasurable experiences. Unfortunately, however, disciplining students
can't always be fun and games. But if you make changing behavior unpleasant or if vou
are a “You've got to pay the price” type person, influencing students to change behavior
can be more difficult. Remember, learning how to behave appropriately and improving
behavior are pleasurable. Becoming a more functionally successful human being is very
pleasurable. The teacher who can keep unnecessarily unpleasant experiences out of
correcting behavior will always be a more effective disciplinanan.




SECURITY: If we want to influence students to behave in appropriate ways, we must
make them feel secure with us and with what we are asking them to do. Anything we do
which makes students feel insecure may be counterproductive to changing behavior.
There are already enough reasons in the classroom for students to feel insecure because
of their inadequacies. Likewise, insecurity results automatically because of reasons
ranging from poor behavior to poor academic achievement. At this point, we either
choose to help students make things better so they can go on — or we decide to keep them
insecure for a while. If we want to change behavior constructively rather than drive
students further away, our course is clear.

4(r)
CONVENIENCE: Convenience is a big motivator and needs to be considered-not
ignored-when approaching and trving to handle discipline problems. Unfortunately, when
students misbehave we may think more in terms of teacher convenience than student
convenience. That’s why we need to ask ourselves a few questions if we want to use this
powerful human motivator to correct discipline problems. Is it hard to talk to us? Do we
ask students what they did and what thev're going to do about it? Or do we ask why they
misbehave? Do we offer simple or hard solutions? Remember, communication can
make our task easter.
IMITATION: Imitation 1s the desire to be like others and to do what the majority-or
minority-are doing. The 1dea 1s to use the imitation motivator to help students model the
standards and behaviors we desire. Without the imitation model, we can have as many
standards in the ¢lassroom as we have students. In addition, we need to know that if
students model us in good deeds, they will model us in bad deeds as well.
DESIRE TO AYOID FEAR: Fear is a big motivator. It dominates the lives of many
people, including students. We all have rational and 1rrational fears. A student’s fear of
trving is often the result of the motivator. Some students may misbehave rather than have
classmates find out that they can’t do a task even though they know misbehavior will
bring big punishment. Make no mistake-some students misbehave and avoid us and
academic to avoid fear of exposure — as well as failure. Therefore, if we use fear as a
motivator to correct misbehavior and we think that it always works for u, we are
mistaken. In fact, using fear may compound the problem.
NEW EXPERIENCES: New experiences include changes in what is done as well as in
our way of doing anything. It is a powerful motivator and needs to be considered in all
aspects of classroom managements. That's why the lack of new experiences may be the
reason that always doing things 1n the same way when handling any discipline problem
can work against our success. If we take new, varied and individualized approaches to
correcting behavior, motivation can be enhanced. On the other hand, the *be nice; be
mean; kick the student out of class™ approach loses new experiences as a motivator.
CARE: Care is a motivator. It’s easy to see why. It 1s the only emotion humans can’t
live without. Students must have it — and so must we. That’s why teachers who try to
correct misbehavior or get a student to choose appropriate behavior without
demonstrating that they care will find resistance — and for good reason. The student will
not think we care about him or her as a person. Worse, the student will believe our
methods and desires are merely manipulations. Make no mistake: All people including
students hate to be manipulated. Many will refuse to be manipulated. Remember, caring
1s a foundation for changing behavior.



THE FOUR STEP DISCIPLINE MODULE
BEHAVIOR: Before you can try to change a student behavior, you must properly
1dentify that behavior. The identification must be specific. For example, the talker, the
cheater, the bully. Therefore, in the first step, you must specifically identify the behavior
based on its characteristics. Pinpointing what the student does and says is vital because it
will allow you to proceed through the process of changing the unacceptable behavior to
acceptable behavior. It helps you avoid making generalizations about behavior and helps
you zero in on the exact behavior you want to change. Once you get a clear picture of
4(s)
what you are dealing with, it will be easier to describe the specific behavior to the student
and colleagues.
EFFECTS: Understanding the effects of the behavior is another vital part of your
preparation for dealing with that behavior. It is important to be able to point out how the
behavior actually affects the teacher, classmates and/or the learning environment in the
classroom. To suggest any solutions, without first identifving which areas the behavior is
affecting, is useless. It you first take the time to observe the effects of the behavior in
question, you’ll find it much easier to pursue workable solutions designed to bring about
positive and constructive change. It should be noted that a student’s behavior often
affects only the teacher. If the student’s behavior prevents the teacher from teaching,
some changes in the behavior are necessary. Recognizing that the behavior attects only
the teacher does prevent negative teacher action such as saying he or she 1s bothering the
rest of the class.
ACTIONS: As the teacher vou now decide methods, procedures or techniques that best
fit each student's behavior. You may select one way to handle misbehavior and if it
doesn’t work, try another. If problem persists, WVBC i1s small enough that you can speak
with your colleagues and listen to suggestions. Work the problem out together. Don't
complain about the student. Develop solutions. Your professional responsibility remains
and you must be open to all possible solutions.
MISTAKES: Often our solution in the classroom 1s to react personally rather than
approach the problem professionally. By not being professionally, your actions will be
destructive to the student and the rest of the class.
DISCIPLINE IS THE CHANGING OF UNACCEPTABLE BEHAVIOR TO
ACCEPTABLE BEHAVIOR!
Like academic content materials, our expectations of students’ behavior must be taught to
students and reviewed frequently. In the teaching process, we must realize that the only
varable we can control 100% of the time 1s our own behavior. Therefore, we must be
willing to make the first adjustment in our efforts to help students change unacceptable
behavior to acceptable behavior. In handling discipline problems, we must keep in mind
our relationships with students. How we treat one student can affect our relationships
with all students. We must handle all situations in a caring and professional manner, This
can be done by keeping in mind that the causes of student misbehavior are the following:
Attention-Power-Revenge-Self-Confidence
Misbehaving students have not discovered a positive means of gaining attention, power
and self-confidence. Too, they have not realized that revenge hurts only the individual
seeking it. Helping them discover these differences is part of our adjustment in teaching




the appropriate behavior. It is important for all educators to be good disciplinanans.
However, effective discipline can’t be achieved without understanding how student needs
motivate students. Discipline and motivation cannot be separated.

Cut here ror ﬁle***R*i‘:***R*i‘:***R*i‘:***R*i‘:***R*i‘:***R*i‘:***R*****R*****R*****R
Sign and date that you have read and understand the teacher’s “t”s dated 1-1-15
and will implement immediately!

TEACHER’S SIGNATURE DATE
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5-29-15(1-16-15) NEW HIRES-AFTERWARDS- 4a-i/15a-d/42a-b/43/146a-f
DR/F A reviews with all new employees, WVBC Handbook, Catalog
and Job Description. DR must review Teacher “T7's with all teachers Quarterly. Once
handbook-146a-f, job descriptions, and signature pages are signed, they are placed in

for referencing. No exceptions are made to this procedure. AR must sign Official
Presentation-15a-d signature page before beginning work. DR files signature page only in
employee file, giving Official Presentation copy to AR. New emplovee information is
completed BEFORE new emplovee’s {irst dav of work. (New hire paperwork is
scanned to the accountant Friday BEFORE their first day of work?) W-2 1s sent to
accountant’s day employee begins work along with all new employee information
that is needed for payroll. DR is responsible each quarter, to check teacher’s pay scale
according to new quarter s roster for employee file. (WFEC keeps applications on fite for
substitution teachers and or position opening if applicant is gualified in file labeled
“Potential hires” and attaches inierview notes to resiume, note why applicant was not
SJirst choice, Keep indefinitely) DR begins personnel file as soon as applicant is hired.
Daily update -42a.b until ALL material has been collected and marked off of 42a,b.
First day is critical. Don’t have the new emplovee sit in an office/at a desk/classroom and
leave them. DR/FA must be prepared to spend entire week with new hires, explaining
job duties, getting them started on tasks etc. Make a plan for them and work the

procedure manual, presentation and presentation book/computer first week. AR needs
to know and understand these procedures so that it 1s a natural function when meeting
with prospective enrollments. . When doing tasks, DR/F A needs to explains that “this
will be your task to do in the future” or “this i1s why WVBC does

this”, New staff must know and understand how to answer

the telephone per procedures manual and greet visitors. (AR does not answer the
phone, procedure must be followed by staff) New staff is given a list of employee’s
names, positions and extensions. DR/FA must stress importance of all

employees knowing and understanding all material given to them. Procedure manual
and department calendars reviewing and implementing is mandatory and MUST be
stressed.

5-29-15(1-1-13) PRESS RELEASES
As new employees are hired or important events occur-scholarship presentation, Director
Lists etc, DR gives picture(s) and all pertinent information Thursday to CSR to do a




press release. (1R should review all press releases prior to (SR releasing). It

employee has a picture they would prefer to have published, DR asks them to bring it

in next day. If they don’t have a picture, CSR takes one NOW. Special awards,
promotion, etc. are emailed by DR to CSR to write an article. CSR takes a picture and
sends- Items concerning students are sent to local newspapers-1tems concerning staft
/tfaculty are sent to local newspapers as well as State Journal. CSR cuts articles out ot
papers, post on Director’s board. After one quarter CSR removes and gives to AA to have
filed in a “Promotion™ file in correspondence files. Timeliness is important/CSR sends
within one week to papers.

)

1-1-13 EMAILS-FAXES-STAFF & TEACHERS-25-60
Teacher-homework assignments/projects/syllabus can be emailed to students.

No tests are emailed to students.
Staff-Emails between schools are addressed to DR DR reads and researches the
problem/question and is able to make an educated decision, after speaking with the
employee(s) involved (Fxception: Whg FFA emails NF I'A transfers-60 and information
o the refunds that have been processed. NFFA emails Why list of WEEHEG
recipients)—25 1s used when faxing and a supply 1s kept along side of fax machine.

8-5-15(5-7-14_ ABSENTEEISM-STUDENTS EARLY DETECTION-44-62¢-72-77
Evening Receptionist posts attendance and emails daily attendance log-72 to GM/ DR,
AA, FA, AR and all Dept. Heads to be reviewed every morning, daily. First week of
class if student misses, DR calls/emails student (copy for fife) reminding student
importance of attending. (/-irst week-7eachers showld be contacting students and noting
on -4 daily) DR reviews student’s file-44/77 comments verifying mentors/teachers have
attempting to speak with the student. DR speaks with teachers/mentors determining if
there is a problem they are unable to handle. AR and Dept Heads. contacts student to
encourage attendance and help work out their problem. DR identifies potential drops and
takes action to encourage student not to dropout. (See¢ losf student lettfer-62¢j If student
has not been reached after 3 days in a row, DR assigns employee responsible for opening
the campus to call student at 7:30u.m. as soon as they open in the morning. DR
reminds staff at their meeting every Friday and teachers every Tuesday of their
responsibility to contact students when they miss. DR emails FA to place on Daily
Report potential dropouts. If student improves during the quarter, DR notifies FA

to remove from the Daily Report.

3-2-15 ADVISING STAFF/TEACHERS/MENTOR-PROBLEM SOLVING-54-77
When student has an academic problem, student speaks with their teacher. If teacher has
resolved the problem, teacher emails mentor and DR a -77 explaining problem

and end result. DR prints -77 and places in receptionist’s file bin who files in student’s
file. If teacher cannot rectify problem, teacher recommends student to their mentor.
Teacher ematls student’s mentor a -54 explaining student’s problem and mentor contacts

“advised” the student and emails -54 to DR. DR reviews and if problem is solved, DR



prints for student’s file and places in receptionist’s file bin to file in student’s file. If
problem i1s not solved, mentor adds their comments to -54 and emails DR. DR reviews
student’s file and speaks with the Mentor personally. If problem is worked out with DR
and Mentor, a2 written response is attached to a copy of original -54 and all responses,
(originals are placed in student’s file) Copies of DR response and -54

are returned to mentor. Mentor meets with student and discusses the solution, If problem
is not resolved, DR makes an appointment with student and mentor Friday/
Saturday.
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6-29-1 5(5-13-13) CONTEST-PIZZA-STUDENT-12

Reg. day, AA posts by teacher’s mailboxes who/when bulletin board is to be completed.
Board must be directly related to each class. (See Teacher's "' 175 -Student Contest)

2™ Tuesday of the quarter, class posts bulletin board. 3" Monday of the quarter, class
removes old bulletin board. (sane procedure thereafter). Thursday of 10" week, DR
has staff vote on “best” display. Thursday of 10" week after winner has been selected,
DR emails GM -12 with teacher, class, number of students to be issued a check. If there
1s a tie, a drawing 1s held by DR same day (2 slices of pizza per student teacher
requested. If a morning class, 2 donuts per student teacher can be requested. DR's
choice.). 11" week on Tuesday, party is held in student lounge during class hour for
winner.

6-29-15(1-1-13) WVBC-LETTERS
All letters that are not form letters are signed by DR If not a form letter, DR must
review before it 15 sent and copy made for file. Once a letter is printed, an envelope,

fetters are written in a professional mamnier and MUST be dated and referenced. i.e. Ri<:
what letter is in regard to

1-1-13 CANCELLATION/NO SHOW/APPLICATIONS-1

One day after drop/add period ends AA discards all paperwork except app., -1 and HS
Trans. AA staples these 3 sheets to front of evaluation. AA-notes N/S at top right of app.
This is given to DR. DR/AR both determines what could have been done differently to
assure applicant is committed to begin classes. DR re-works after 6 weeks contacting
them asking why they changed their mind. DR tries to determine “real” reason they no
showed. DR attempts to enroll without being too pushy. If they don’t want to re-enroll,
DR asks if they can call at a later date. DR wnites month/year at top of application and
why they can’t enroll now. If YES, DR contacts them at a later date, keeping in DR

no money has been posted to TAC. . ({f money was posted to TAC, it is kept, and FA



special file marked "NS-Refunded ™ in Correspondence file room cabinet.)
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5-27-15(6-17-14) TENTATIVE ROSTER POSTING/OFFICIAL ROSTER-32-72
103a,b,c.d , 148a,b-REG.CARDS,
AA posts tentative roster Monday of tenth week of each quarter for students to review.
(NO changes are made until DR discusses with 1'P) AA and FA reviews OFFICIAL
ROSTER Tuesday of drop/add week- tirst thing in the
morning, verifying Official Roster with -32/72/148a/103a,b,c.d-reg.cards.

5-12-15(1-1-13) SEMINAR-FREE COMPUTER -FINANCIAL AID - 102

Free Computer Class: DR writes a syllabus for a computer class covering basics of
computer operations. No books/handouts are necessary. Free computer class is offered
2 Saturday of every month-10:00 am until 12:00 pm. Compensation to teacher/DR 1s
$24 for 1 hour and 45 minute CSR scnds a press release monthly-five days before class
1s offered to newspaper, radio and TV stations. {(See hefow). This is “free” - it 1s a “Public
Service” announcement. (/'eople caflinglariending, are NOT counted in “self-generated
feads” section of Paily Report lead book.) Complete -102 as calls are received to register,
Once class 1s completed, -102 place in back of lead book noting if they showed up.
Before class begins, DR meets with the “class” stating who they are and introduce
teacher. Welcome them to WVBC. A ten minute break occurs half-way through the
session. AR speaks with all attendees. At end of class, AR thanks all and hands out a
brochure. DR gives a copy of 102 to AR who contacts each name within one week. AR
congratulates them on completing the class, asks how they liked the class/how they feel
about possibly attending more classes to improve their status in life. Ask “Do you have
any family or friends who could benefit from training at WVBC?” If yes, AR attempts to
make an appointment. Referrals are given to FA for lead book and shows on D/R as
~self-generated leads”. 3 Saturday of every month FA seminar is offered to the
general public. Same procedure is followed as “free computer class™ FA helps attendees
complete a FASFA during this time. Press Release example- “West Virginia Business
College is offering a FREE introduction to computers class/Financial Aid Seminar
(date) 10:00 until 12:00 at the campus located at (address). Parents’H.S. Seniors are
welcome to attend. Call (telephone #)-reserve a seat.”

5-28-15(6/18/13) CORRESPONDENCE FILING & INDEX
All correspondence are filed by the AA first thing every moming for 15 minutes.
A correspondence file index is kept current on computer by AA listing each file




alphabetically that is filed in- NF fire proof file cabinet/Wheeling locked file room. Both
campus- If “Correspondence” is not already listed on indexes, AA refers to DR to
determine if a new file needs made and what to title the file. AA makes a folder and adds
to index. Each time indexes needs to be changed, a new date is placed at top of index and
AA forwards index to DR/GM/FA. DR and AA 1s responsible to keep files in order and
filed properly. Files should not be kept on desks longer than 24 hours. Confidentiality 13

imperative.
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1-1-13 FILES-EMPLOYEE- CHECKLIST —42a.b PAST CURRENT
All current employees files have a -42a,b attached to front/inside cover of file. Items

Onginal “official transcripts’™ are kept in teacher’s file and must be received by end of
the teacher’s first quarter or the teacher is not re-hired. DR reviews file as employees
leaves WVBC noting why they left. Employees that did not perform well are marked

“do not rehire” and notes reason by DR. NF-Keep current/past employees, adjunct
teacher’s files and “do not rehire™ list in file cabinet in DR office in back of current
emplovee files Whg same as above except past employees files are kept in file cabinet
in correspondence file room. Both campuses — yearly DR has AA call past teachers to
verify they want to remain on WVBC adjunct teachers list. If not interested, Print Not
Interested in teaching on front of file.

1-1-13 FILES-ACCESS-STUDENT/EMPLOYEES/CHARGES -77
Students/employees are not permitted to “review’ file until following is completed:
a) DR/FA-reviews file together for accuracy and completion.
b) TAC/FAC, PRC, -77 are not shown/given to students. If student wants a breakdown
of charges/payments, FA completes from

¢) Students and employees are given copies of everything they have signed

d) Copies wanted, must be given to DR in writing specifyving what student/employee
wants, and $2.50 is charged for each copy. Copies are not made until total is paid
by cash/money order. Once above is completed, DR has FA make copies within 72
hours. FA notes on 1tems copied- what/when copies were made.

8-6-15 (6-22-13) FILES DR OFFICE 29a,b/41/73/85/97/116
1) Payroll Reports- Employee files (see File Checklist Above)
2) No Show™ packets- Original senior lists (AR has “copies™)
3) Handouts for quarter (discard every other quarter)
4y Quarterly goals from quarterly meetings
5) 29a-Staff & Faculty evaluations by students (Discard 29a once 29b completed-
keep 29b indefinitely )
6) Resumes (people applying for jobs)
7) AR Daily/Weekly Report/85-Weekly Planner/73.




8} Synopsis-Form 97 ~Post/Pre-Evaluation (kept indefimitel y}
9} Form1 16-Student Body Survey-{Keep synopsis indefinitely-Discard -116
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6-23-14 FILES- DROPOUT/SEATED STUDENTS -5/7/26/44/100a/b
DR must email staff and facultvy when a student is termiinated. Teachers marked on -44
student has been terminated and teacher no longer has to take attendance. Staff begins
closing out student file. Official dropout files for current quarter are kept in fireproof file
cabinei- 2" drawer down- behind D/Q section. As student drops out, FA reviews file
verifying all required paperwork is in file with proper signatures, FA runs TAC/FAC and
Reg cards,verifying all charges and balances are accurate. Once verified, 100a,b are
completed and TAC/FAC are notated following form 26 for formatting, Immediately
after completing, TAC/FAC (if charges were transferred to TAC from FAC), 100a,b and -
5 are stapled together and paper clipped to the outside front of file and given to DR for
review. If correct, DR initials and gives/scans to GM for approval. W NOT correct, it is
aiven back to FA to correct and sent back through process. GM venfies
accuracy. if correct, GM gives to VP for a check. WHG-Check 1s written and given to
DR to place in bank bag for immediate deposit. Immediately afier deposit 1s made for
refunds, FA posts to form -7 and proceeds to complete refund in FAME ESP. Once
confirmatton of refund has been received from FAME it is noted on Form 7. If refund is
for NF then Whg FA emails notification to NF FA. If terminated/dropped student owes
WVBC, (TAC is NOT' 07 out), FA follows collection procedure. FA reyiews dropout
fiies at end of drop/add period, verifying students who did not sign in are terminated
and 100a/b completed. Seated students files are filed in TOP drawer.

1-1-13 FILES-PACKET-STUDENT-(79}

FA separates files into packets once student has been terminated per -79-(see student file
checklist) Everyting is assembled-most current on top (NF-keeps actual degree diploma
for 3 months if graduate does not pick up-these along with files are taken given io
Wheeling when employee goes to the other campus). Whg-F A reviews both campuses
tiles for completeness, accuracy-ready for FA “audit™. Files are kept in fireproof cabinet.

3-6-15 FILES-FA YEARLY AUDIT

Whg-F A files past PELL award year (July 1” through June 30™) student files for
NF/Whg. in fireproot cabinet bottom two drawers separately in alphabetical order with
Whg in 3rd drawer and NF in 4" drawer. Once FA audit has been completed and report
has been closed, packets are pulled verifying information is correct. Packets are filed in
upstairs file room and balance of file in down stair’s files by AA



1-1-13 FILES-INCOMPLETE ENROLLMENT

If any information i1s still needed to complete FA interview, the person is NOT
considered enrolled. This applicant is not taken to DR for acceptance vntil all FA
information relative to the interview is in the applicant’s file. FA notifies DR what needs
collected and FA will daily attempt to reach applicant to complete. DR has AR lollow
up daily to with applicant to bring in paperwork needed.
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7-30-15 (1-1-13) FILES-END OF QUARTER-34a,b-40a,b-72
Friday of the last week of the quarter- AA places in correspondence file cabinet, items
shown below into a file marked “End of Quarter” (put month & year).

a. Winter-(XXXX) b. Spring-(XXXX)c. Summer-(XXXX) d. Fall-{(XXXX)
Include copies of roster, Teachers Grades & Attendance sheets — 34a,b, Teacher
Schedule-40a.b, 72a, Teachers Attendance Control Log and roster for each quarter

1-1-13 MAIL

All mail 1s opened by DR, read/imtial, gives to department it references. Departments
reads/mitials and returns to DR. DR discusses with each department if correspondence
needs a response-copy of response is attached to top of initial letter. AA files.

1-1-14 TELEPHONE MESSAGES
DR emails statf/teachers that WVBC does not relay assignments/messages to students. .

6-30-15(6-2-15) OFFICIAL WVBC FORMS-33/35/41/44/54/58/77/83/84/115

Friday of break week, AA emails cuirent torms listed below to all teachers to complete as
needed.-28-Substitue Teacher; -33 Repair Order; -35 Guest Speaker Thank You; -41
Lesson Plans; -44 Teacher Attendance/Call Log, -34 Problem Solving, -77 Advising; -83
Field Trip/Guest Speakers; -115 Input Staff or Faculty. Teachers are responsible to
complete all of the above form where applicable. As these forms are completed by
teacher, teacher emails to AA who prints and files in the respective files. AA also
verifies that form -58 is posted on DR board. Friday of break week, FA prints Form -84
and places in teacher’s mailboxes to have students complete second week of 2 new
quarter and give to the FA at the end of their last class.

5-13-15 (4-15-15) CSS- FREE COMPUTER-Form 2/-12 CHECK RE(Q).

Any NEW CSS student that has signed in for 2™ consecutive quarters, has a minimum
of 2.0 CGPA and all balances paid in lull, DR submits -12 to GM to order. Check reg.
shows students CGPA and account balance. Upon amval DR gives to IT Dept. Head
who gives to student(s), and has them sign-2. ( for student s file). RE-ENTRY-
TRANSFER students must complete a minimum of 52 credit hours in €SS to be
eligible tor free compute, this includes classes transferred into program following the
credit transfer procedure in PM. Upon completion of Ist quarter and signing in 2™




quarter, DR reviews TAC and PRC verifying CGPA of 2.0 and account balances are
paid in full. -12 1s completed according to same procedure as above. (Each -2 are placed
in student’s files.)
6-2-15 (8-9-13) TELEPHONE CALLS- PERS./STAFF/STUDS./CELLULAR/PDA’S
Employees are expected to refrain from excessive personal use of personal phones,
computers and PDAs, Personal calls and any types of messaging interferes with
employee productivity and is distracting to students and others. Employees are here
to provide value and advancement to WYBC., You are expected to limit these
interactions during work time. Non-work time is to be used for personal matters.
WVBC asks you to notify friends and [amily of WVYBC’s policy. WVYBC is not liable
for loss of personal cellular phones, PDAs or other personal electronic equipment
11

7-31-14 EMPLOYEE OF THE QUARTER-12-123

Monday week of review and exams, DR determines Employee of the Quarter. This
employee is chosen based on tasks accomplished over and beyond what they

were hired to complete. Employee must be a retuming employee. Tuesday of
review/exams week, DR completes-123- and AA completes a -12 emailing -12 and -123
to GM. (GM forwards to Corp. Office-Copy kept for employee file). Once approval is
received, DR has AA order name plate. When plate is received, it is displayed. A gift
card 1s issued employee . The intention is to have name plate displayed for the next
quarter and to have DR announce and congratulate the winner on Monday, current
registration day. CSR will take a picture and submit for a news release in local
newspaper and State Journal.

5-5-15 LEAD BOOK POSTING-TELEPHONE INQUIRIES-80-a,b
FA/Rec. is responsible to answer the phone and is the only person(s) to post to lead
book. If FA/Rec. is not available to answer phone, AA/DR answers. AR never
answers the phone. The following is taped beside FA/Rec/AA/DR phone:

STAFF — West Virginia Business College — How can I help you?”

CALLER-“I need information—I'm interested™ (any question asked staff responds:
STAFF —“May I have your name?” Say person’s first name and begin completing all
lines on 80a. Alter completing 80a, if AR is in, transfer the call directly to AR. If AR 1s
not in FA/Rec. states, “T’ll give this information to our AR who will contact you and
answer all of your questions. Thank you for calling”. FA posts immediately to 80b
directly from 80a. 80b is given immediately/as soon as AR is in to AR. (/4 Rec. has
cell phone « of AR and will contact the AR directly after hanging up with lead, relaying
information from the 80a). Lead book 1s always kept on FA/Rec. desk and no one has
access to this but the FA/Rec. and AA/DR. If AR needs information about a lead, AR
will get information from FA/DR. Results of AR appointments/presentations are
written by DR in lead book at the next day meeting with the DR.

5-5-15 LEAD BOOK POSTING-WALK-INS-80a,80h
As people walk in, FA/Rec. asks if they had an appointment. If not ask “Did you ever
attend WVBC?"” FA/Rec. completes 80a asking all questions. Il AR is in office, FA/Rec.




buzzes AR to come to lobby. Introductions are made. AR states [ was just on my way
out for an appointment” and makes an appointment now with the person and

their support committee ASAP. (brochure is given now by AR) If AR is notin the
oftice, FA/Rec. explains “AR is out of the office on appointments™ and follows same
procedure as above. FA/Rec. attempts to make an appointment with applicant and asked
them to bring with them their support committee. 80b is completed after applicant leaves
and gives to DR who posts appointment on DR board. {(When I'4 Rec. is not in, A4 DR
will answer phone and follow same procedure)
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2-13-13 LEAD BOOK POSTING-HIGH SCHOOL SENIORS LISTS -80a

to graduate and name of the high school. FA puts together the lead book having 5
sections. Label sections as listed below:
1) Advertisement leads-current year-call ins for information generated by paid
advertisement,
2) WIA leads-brought back from WIA by AR
3) Internet leads-DR gives directly to FA immediately after receiving to post
4) High School leads AR brings in from career days, visits to H.S., etc. (senior list-
copies made for DR who gives to AR and originals placed in back of book.)
5) Past years leads are placed behind HS leads and kept until notified by DR to
Remove and place in “Leads File” in Correspondence Files.

8-14-13 BRING A FRIEND DAY-80a,b/121
AA posts Monday on DR board 2 and 6”‘dweek of each quarter-invitation to students to

bring a friend to class on Tuesdays of the 3 and 7" week. Students are asked not to
bring guests under 16. Student 1s required to bring a “friend” to DR before class. DR has

introduce “friend” to teacher. Teacher introduces them to the ¢lass. DR completes -80b,

give to FA to post to 80a in lead book-place behind section 1). DR contacts

“friend(s)” next day to see how they liked WVBC and if they feel they could benefit

from attending WVBC. DR sets an appointment if “friend™ 1s interested.

1-1-13 VISITORS-ANNOUNCING/SIGNING IN

As people enter the building, they must first check with the front desk person if they are

not a current student or emplovee. They are required to sign the visitor’s log and put their

phone number on 1t. Visitors having an appointment are asked who the appointment is

with and that employee is contacted to come to the front to greet them. All other visitors

must meet with the DR, Past students and emplovees do not have access to the building,

They must sign in and meet with the DR.

6-29-13(5-27-15) SUGGESTIONS- PROCEDURE MANUAL/FORMS/
SYLLABUS/CALENDAR

It an employee believes a change is necessary in PM/Forms/Syllabi/Calendars, employee

highlights in red what is to be deleted and directly beside this, highlight in green what is




to be added. If suggestion pertains to Fed. Regs.-date and number is noted/FAME
policy-date etc. If an ACICS regulation, cite date and actual critenna. Employee emails
suggestion to DR explaining why the change i1s necessary. [t DR agrees, same day-DR
emails to ““other” DR. If both DR agrees, both DR emails GM within 24 hours, who
reviews for accuracy and acceptance/denial. If denied, GM emails both DRs an
explanation. If GM agrees. GM forwards to VP within 24 hours. VP updates
PM/torms/syllabi/calendar on network. Wheeling FA forwards network change to NF
DR/FA/AA/CSR/AR, Wheeling. FA-Notifies GM, Wheeling DR AA/CSR/AR. Be
sure to use the CURRENT network when reading procedures/forms/calendar/and
syllabus! NO HARD COPIES ARE MADE! Each dept. deletes previous item and
uses most current.
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1-1-13 FAME FORMS
Before each academic year begins, FAME sends campus FA updates to their FAME
manual. These updates include new forms to be used for the upcoming academic year.
If FA department does not receive the updated forms by March of the new year, FA
contacts FAME.
4-3-15 PAYROLL 11a,b.42.43.144
DR completes 11a twice monthly and emails GM for approval. If approved, GM emails
Accountant, VP, and President 5 days before 5% 20% ¢ DR may need to send payroll 1o
A one day earlier than 5- depending on holidays and location). Checks are distnbutes
no earlier than 12:00/5:45. Daily DR posts relevant notes, new hires etc. in payroll file
for adjustment to payroll-raises, hours, positions, terminations, sick days, vacations,
absences, tradies, etc. These notes are posted to 1 1a before submitting. If payroll falls on
Sunday/ holiday, checks are given next work day. DR notifies GM the day employee
leaves WVBC. GM notifies accountant. Final check is 1ssued and mailed directly
to them. Complete paperwork and send to accountant before new employee goes on -
Vla. (Only item _that may not be collected vet- official transcripts. See Frorm 42) DR keeps
employee files in their office. Detailed explanation is written on -43 when employee
leaves WVBC. After 11a1s sent to accountant by GM, DRs are notifies by GM and DR
prints copy for “Payroll file”. All questions concerning payroll are directed to DR. (¢¢
sent to GM of question as well as response)
Teacher-DR completes-43 each quarter for each teacher listing classes for the quarter by
name-note ‘general” “'speciality ~. Place in teacher’s file. Salary is based quarterly (see
11b). List teacher name on —1 1a first pay period with semi-monthly salary. Thereafter,
“regular pay” is written—1 la. Once quarter is over, new —43 is completed/same procedure
Administration-Yearly salary 1s noted on first pay penod of employment on 11a directly
from -43 which is taken from job description. Thereafter, “regular pay™ is written.
All changes are noted under “History ™
Wheeling- DR attaches the Payroll Transfer Notice to the top of the 11-a.
Hourly Employee -144
Janitor/P.T. receptionists are hourly employees and must complete 144 after each day
worked. 144 must be signed on 15" and 31" of the month or last working day of pay
period. Attach -144 to back of -11a1n file.

4-5-13 PAYROLL-SUBSTITUTE TEACHER - 11a-77-28




On or before each every reg. day, teacher(s) give a name and phone # of a substitute
teacher who meet requirements to teach at W VBC. DR emails list of names and
telephone numbers to all teachers. Teacher(s) email/gives -28 to DR before/ same day
they are to be absent. Substitute reports to DR to pick up lesson plans etc. DR places -28
in teacher’s file. DR “notes” on form -11a “substitute/date”. ({eacher is responsible
to pay sub. for their service.) If no prior arangements were made, a_wntten
reprimand on -77 goes in teacher’s file. Absent teacher’s class(es) are cancelled. Absent
teacher does not get paid for class(es). If DR gets a subsfitute from current teachers,
DR adds amount to -11a, paying sub. instead of regular teacher. Next quarter, absences
are taken into consideration for rehiring. (DR speaks with sub.e teachers asking if they
are interested in teaching on a regular basis in the future if needed)

14
1-1-13 POSTAGE-12
Whg- Postage-kept in FA office. NF-. FA office. DR sends -12 when stamps are low
and DR forwards to VP. (}'P notifies DR when check is sent. DR acknowledges receipt.)

6-30-15 (5-13-15) NO PURCHASE IS MADE WITHOUT PRIOR WRITTEN -
APPROVAL BY DIRECTOR AND GENERAL MANAGER - SIGNED & DATED
-12 MUST BE ATTACHED TO INVOICE! (a minimum of 3 different business
guarterly MUST be contucted for best prices for items needed!) Order is then placed.

ORDERING MEDICAL/LEGAL SUPPLIES/INVENTORY
Check Reg-12/W.A.R.22/FA Spread Sheei-98

Monday-102 week of quarter-AA reviews Whg-22, 98 and N/ -22 determining how
many legal/medical supplies will be needed for next quarter. AA completes -12
(taxes shipping etc nust be included on -12) and prints hard copy (separate -12 for each
campus), gives -12 to GM. GM signs/dates -12 if approves and gives both to Whg AA
to place an order for medical/legal supplies from approved -12. (Ked Cross supplies are
ordered with school’s credit card from VP.) Whg. AA orders each campus separately and
ships items to each campus directly (if there is no extra charge. If there is a separate
charge, all is shipped to Wheeling and same day they arrive, A4 packs up and sends to
NiI) Once all supplies are received, NF AA emails Whg AA what was received. If more
supplies are needed, day aflter drop/add period AA at NF and Whg. follows same
procedure and SECOND ORDER IS PLACED! After all supplies are received, and
invoices are received, AA attaches/scans approved -12 to GM to pay invoice(s) for all
orders. ({nventory kept for all supplies on hand and locked in secure area in Whg-file
room-N1" DR office.

ORDERING JANITORAL SUPPLIES/INVENTORY-12 check req.-39 quart.order
Monday 10 week of quarter-AAs requests from Janitor what 1s needed for next
quarter. {AA needs to be making a running list throughout the quarter of what items may
be needed for the next quarter.) AA must have a completed and accurate inventory of
supplies on hand at end of each quarter. AA meets with janitor 10™ week of quarter
determining what is needed for next quarter based on most current inventory. AA
completes -39(See above procedure) based on inventory and need. AA gives -12 and -39




to DR and if approved, DR signs/dates -39/-12 and sends to GM. (If check is necessary
AA so notes on-12-all costs including tax, shipping efc. must be on -39 12)

When approved signed/dated -39 and/or -12 is received by AA from GM, AA places the
order. As invoices are received and stamped for payment, approved -12 is attached/
scanned to back of invoice.

ORDERING OFFICE SUPPLIES-39 QUARTERLY ORDERS/SUPPLIES/

INVENTORY -12 check req.
Mondav 10® week of quarter-AAs complete an inventory of what is on hand as of the
10™ week of each quarter. AA completes -39. (See above procedure) Through-out the
quarter, staff must be informing the AA of items they may need for next quarter. AA
keeps a running list of items expected to be needed. (see above procedure)
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ORDERING CLASSROOM SUPPLIES/INVENTORY-12 Chhk.Req/-39 Qtr.Order
AA and Dept Heads meet and complete ONE-39/12 and pnints a hard copy. (See above
procedure-AA D.H). AA gives -39/12 to DR and if DR approves, DR signs and dates -
scans to GM for approval. GM gives/scans -39/-12 to AA to order approved supplies.

ORDERING BOOKS-REGULAR START
AA orders books Thursday, last day of each quarter for next quarter. Total each class
{(day-nighty — take 80% _of each total-then order (Do rnot order for potential dropouis.
Check PRC book for PDO) A second order is placed day after registration day, 3"
and final order is placed day after drop/add period. (DR reviews on Monday -9" week
guarterly verifying books on -120 are still being published.) If needing change, new
book(s) musi be reviewed decided upon and syllabi completed. Suggestion is sent to VP
to update syllabi and -120.

4-15-15 INVOICES-APPROV.12/QUARTERLY ORDER-39/CHART OF ACCT-81
When -39 is NOT approved, DR submits a new -39 and -12. Supplies are ordered T
week of each quarter. All supplies are locked in secure supply room and A A keeps an
inventory. AA is responsible to distnbute all supplies to students, Dept Heads, janitor
and office. AA stamps invoices only if all supplies are received. (If everything on order
is not received-AA contacts compary immediately.) AA writes account # on invoice
stamp (adding 01 for Whg and (2 for NIY) same day invoices are received, gives to DR
with approved -12 to initial/date/and check correct account number is posted saine day.
DR scans/gives to VP for payment.

1-1-13 EVALUATION-NEW STAFF AND TEACHER-77
After first 6 weeks, DR determines if a new employee should be kept. It is mandatory
that DR evaluates new staff/teacher dunng sixth week on Tuesday as well as eighth




are NOT practicing on each other when drawing blood/give shots.

1-1-13 EVALUATIONS-STAFF AND TEACHER-BY STUDENTS-29a,b-77
Monday of 8™ week of qtr., DR gives each teachers-29a and has student in their 10:00
a.m./7:20 p.m. class complete 29a = Teacher emphasizes if student wants “suggestion”
considered, they must sign evaluation. No signature on 294, it is assumed student 1s not
serious. No consideration 1s given to evaluation. DR asks teachers not to discuss
evaluation in classroom. Teacher collects and a student takes to AA. DR

reviews same day. Negative comments-DR speaks with student and teacher if
appropriate-addressing concerns. DR completes —77 immediately for file and copy sent
to GM/Pres. Student 1s assured no repercussions will occur. DR keeps 29a in DR office
until new C.E.P. is completed. Once comments are addressed, DR completes -29b-copy
sent to GM and President to update CEP. Once 29b is completed, discard-29a. -29b 1s
keptin DR’s office in “CEP” file

1-1-13 CRIME and SECURITY POLICY-304,b-160u-g
DRUG-ALCOHOL-SUBSTANCE ABUSE PREVENTION POLICY 161a-
DR reviews 160-a-g every vear in January and sends letters to local law enforcement
30a,b along with Form 160g by registered mail explaining and requesting the information
required by the Jean Cleary Act by February 28 Policy and statistics are posted in
a common area of the school and in the school catalog. NF-compiles their stats and
sends to Wheeling FA who compiles crime stats. Whg. submits each campus results on
line at Aiip. surveys.ope.ed.gov SECURITY, This MUST be completed annually
by APRIL | by Whe. FA. Confirmation printout is filed in “Crime Stats " in
Correspondence file. Form 161a-1 Drug Prevention policy is reviewed biannually at the
end of all even years by FA and DR. Changes are submitted to corporate for updating the
procedures manual. 161a-l is posted in a common place of the school.

11-13-14 PERSONAL EXPENSE REQ- EMPLOYEE - 10

ALL expenses must be pre-approved by DR before they occur. DR must

get prior written approval from GM. No one has prior approval unless in writing,

A personal expense requisttion is completed and receipt attached to -10. If no receipt is




to destination site and back to college site when employees are required to attend
meetings called by corporate. (receipf must be attached).

3-2-15 BOOKS-RETURN -19
Friday-end of drop/add week, AA packs up ALL books that are being returned except
“Mice and Men” and [.C. Complete -19. AA contacts book companies to request
“return’ postage stamp to return not needed books. AA completes a -19 showing the cost
of the books from the most recent -120. (be sure to take the discount off the expected
price shown on the iivoice) AA emails -19 1o (GAL. When invoices are received, AA
verifies receipt of all items on invoice (hv reviewing packing lisis that came with books
with invoice), AA stamps and put Acct # and amt of invoice, signifying all has been
received. DR reviews and initials. This is given/scanned immediately to GM for payment.
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3-9-15 QUARTERLY PROJECTION SHEET — 72/77/86

FA completes the -86 MONDAY-FIRST DAY OF 102 WEEK! All students expected
to return names are listed alphabetically from current attendance log-72 which matches
PRC/TAC books. For any student in default, place an * beside their name to indicate
monies not expected to be received in current quarter. ("4 and AA ninst verify accuracy
of both books Both must march Antendance fog and Reg.cards. ) FA reviews -86 and adds
alphabetically all NEW and REENTRIES that have COMPLETED FA AND HAVE
BEEN ACCEPTED IN WRITING ON APPLICATION BY DR. (FA checks
spreadsheet daily and adds to new -72 alphabetically. Reminder-AlLL money is due
FIRST day of the quarter UNLESNS FA covers EVERYTHING for that quarter)! If

FA does not cover everything, FA posts on TAC, monthly payvment structure. FIRST
MONDAY OF EACH MONTH IN EQUAL PAYMENTS IN ORDER TO “0” OUT
TAC/FAC FORTHAT QUARTER! Post date payments are due. FA notifies DR if
student does not pay and DR notifies teachers to send student immediately out of ¢lass.
Once satistactory arrangements have been made, FA completes -77 and notes on TAC.
Once arrangements are made, FA notifies DR and DR notifies teachers student can attend
classes.(Copy of 86 is email fo GA)

1-1-13 WEB PAGE-WVBC
If DRs receives information/hears of items of interest that should go on Web page, DRs
reviews for appropriateness, accuracy and sends information/pictures to Whg, DR
showing event and names of participants. Pictures must be clear, close up and individuals
must project a professional appearance. If pictures of staff/teacher are sent,
DR lists names, titles and event. Student names and program is listed . CSR takes pictures
at graduation to give/send to Whg. DR for Web Page. Press release with picture(s) are
sent. (See 'ress Release) CSR forms a working relationship with the paper’s staff.
CSR visits graduate’s place of employment, takes a picture to post in lobby, lists place
of employment. WEB pages arc updated quarterly by Whg. DR. Both DRs review
weekly WEB page verifying/ suggesting to add/delete items. Some items that can go on
Web pages:

a  “Director’s List”- each quarter-put student’s picture and list name-GPA




Employee of the quarter-put picture, name and quarter

All press releases-new hires, graduates,

Graduation-special awards-picture, name and award, graduates with names
Student council pictures of officers and names

Alumni association — pictures of officers and names

Guest speakers names and picture

All noteworthy items letting public know about happenings at WVBC-
weddings, promotions, babies etc. Items showing WVBC staft,
faculty/students/mentors as a happy, dynamic place to go. Pictures where
graduates are currently working legitimizes placement

S oo oo o

5-3-14 FOOD-DRINK-SMOKING
Break week-Tuesday DR posts sign on all classrooms/library doors stating “No Food or
Drink Permitted In Classroom at any time™.
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5-5-14 CLASSROOM MAINTENANCE-TEACHERS-77
Teachers are responsible to monitor students, not permitting them to bring food /drink in
classrooms. Teacher directs student to the lounge to discard items. Student lounge is
only place food/drink can be consumed. If student is late because they were sent to the
lounge to discard items, they are marked absent per teacher’s timeline. If teachers do
not enforce the policy, DR speaks to them noting in their personnel file -77 All cell
phones must be turned off in ¢lassrooms. No Exceptions!

1-1-13 DRESS CODE STLUDENTS-77

If students enter class with unsuitable clothing per school catalog, teacher must send
student to DR. This includes medical dress code. DR speaks to student about WVBC
dress code and if it happens again, student is sent home and marked absent. —77 must be
written by teacher and DR If it happens again, student may be dismissed. Head
coverings/hats are not permitted in the class. If teachers do not adhere to policies and DR
see students in a classroom with inappropriate dress, DR speaks with teacher and writes a
—77 for teacher’s file.

1-1-13 DRESS-UP DAY

Medical Students do not participate in dress-up day, they have their uniforms on all the
time. Teachers promote dress-up day for individual class each week. Students get “extra
credit” if they dress up. It teachers work together, each dress up day will be a difterent
day, i.e. Day- Monday is dress-up day for all classes for one/two teachers; Tuesday is a
dress-up day for one/two different teacher; Thursday is a dress-up day for one/two
different teachers; Wednesday no dress-up day. Night-Monday is dress-up day for
one/two teachers; Thursday 1s dress-up day for one/two teachers; Tuesday no dress-up
day. Students would be more “professional looking” on 2 out of 3 night classes and 3 out
of 4 day classes. DR stresses this with all teachers at teachers meetings.

1-1-13 SEMINAR-CONSTITLTION & CITIZENSHIP DAY-77
Tuesday-2"* week in September, WVBC., WVBC holds one assembly commemorating
“Constitution/Citizenship Day” DR organizes assembly for all students/teachers at 11:00




class/day-7:20 evening. Classes are shortened by DR. Attendance is mandatory by
teachers and students. Teachers are required to take attendance. Legal teachers/guest
speakers speak about the Constitution. DR and teachers do not announce this seminar
until the day of the seminar. DR must write a -77 and keep in correspondence file vearly
under “Constitution Day”.

5-29-15(2-1-13) COLLEGE SEMINAR-ARTICULATION AGREEMENT(S)
During final quarter before student is to graduate, CSR notifies DR that on Tuesday
during the 8" week, that arrangements have been made for the “seniors” to attend a
seminar on WVBC campus with college(s) that WVBC has an articulation agreement
with-current Salem University. _Only current quarter “expected to graduate” students
attend. CSR organizes so that day students attend AFTER classes and evening students
attend BEFORE classes begin.
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2-1-13 INPUT TEACHERS-115
DR emails blank -115 to all teachers quarterly for teachers to utilize in submitting a
change/suggestion concerning curriculum/books/syllabus. Teacher completes and email
to DR on Monday of the 6" week and Monday of the 10" week. DR prints copy of -115,
reviews and emails the “other™ campus getting their opinion. Once both DRs agree on
the change, DR who originally received the -115 responds by email to the teacher
submitting the -115. Original -115 that both DR have agreed to, is emailed to GM for
official change in PM, forms, syllabi, curriculum with DR’s comments on the original -
115. Once DR receives response from (GM stating no-DR responds by email to teacher
submitting the -115 and also a copy is sent to the “other” DR. If approved, original DR
sending procedure 1s emailed that a new procedure will be sent to each DR depicting
change as soon as it is to go into effect. The DR who sent the “original ™ -115 will
respond to the teacher. All emails are attached, corporate email on top of -115 and filed in
correspondence file “Input-Teachers-115". No change can occur until GM approves the
original Input.

1-1-13 REPAIR ORDER EQUIPMENT/CLASSROQOM-12-33

When equipment needs repaired during or end of quarter quarter, teacher emails DR -33
same day. No note is placed on machine. DR verifies repair is needed Monday of
break-week and has AA contact local businesses for an estimate. AA submits 12 and 33
same day to DR noting what needs repaired/estimated cost. DR reviews with GM and if
approved. places a note on “Equipmnent Inventory”. Once repaired, AA

posts date repaired, what was repaired. cost.

1-1-13 LOCKERS

Tuesday of break-week, AA posts in student lounwe, library, FA board and DR board a
notice informing students they must empty lockers of all personal items at end of every
quarter. Locks are removed and lockers emptied during break week . Staff discards
contents. AA emails teachers Monday of | 1" week to announce this during classes.

1-1-13 INCIDENTS-8



If someone falls/has a physical/verbal altercation etc., afl staff and fuculty observing
incident must have all witnesses complete —8. DR reviews and verifies all witnesses to
the episode have completed-8. File in “Incident” file in the correspondence file cabinet.

1-1-13 ARTICULATION AGREEMENTS
If an articulation agreement with another college and WVBC 1s to be made, DR is
required to get written approval from President for file and the following:

a) Letter of Intent-both institutions specifying numbers and titles of courses to be
articulated . (Comparison courses-objectives of secondary post secondary courses
with signed agreement from both institutions.)

b) Written description of standards for acceptable transfer of credit.

¢) Credits appear on secondary/post secondary transcripts.

d) Agreement must be for a minimum of 5 years

e) DR signs agreement/Copies must be kept at both campuses.
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7-15-13 GUEST SPEAKERS/FIELD TRIPS-83
One field trip and guest speaker is required each quarter for each class. Trips and guest
speakers must be relevant to the class and supervised by the teacher. Attendance is taken
and only allotted class time is used. Teacher emails-83 to DR 48 hours before it is to
occur and DR emails approval/denial -83 is filed in “Field Trip/Guest Speaker™ file in
correspondence file cabinet. Keep for past two years and purge the older ones.

Teachers dre responsible to have students dress professionally when poing on a

field trip! These are future eniplovers of WVBC student. (see lesson plans)

1-1-13 WVBC DAY

DR notifies teachers on Thursday of the 4™ week of classes that Monday of the 5" week
1s WVBC Day- student can dress down without penalty. WVBC day is celebrated
Mondav of the fifth week each quarter. Shoes must be worn at all times.

1-1-13 CONTACTING NEW AND RE-ENTRY STUDENTS

Monday, break week, FA calls new and re-entry students verifving they are attending
Registration, FA speaks only with student and no messages are left. If student states
they *“‘changed their mind”, FA notifies DR. AR calls student to determine reason
they changed their mind and if AR can’t convince them to start, AR informs DR. DR
contacts the applicant asking if “did AR answer all their questions satisfactorily” and

If there 1s anything the DR can help them with. If applicant still cancels, DR notes on top
right side of the application N/S and what student stated in regarding to not starting.
Friday, break week, AR contacts all their students to determine if they need anything. If
a student states, “I changed my mind” AR must follow the same procedure listed
above. Friday. DR calls all re-entries. Monday, break week, DR calls all potential
dropouts.

7-2-15(3-3-15) DEFINITION-NO SHOW-CANCELLATION-1-32

No Show —Names listed on spreadsheet that have completed FA and did not sign-in on
32, are a No Show. If applicant signs in at rew. but does not attend a class, they are a
No show. (7hese students are charged for reg. day. )When a person on spreadsheet calls




kept by DR). If money was collected for the NS, it MUST be refunded, noted on
TAC, Check # and NF-send to Whg FAM-WHG-put NF and Whg TAC in packet
files.

5-18-15(1-1-13) DEFINITION-APPLICANT-1

A completed application/-1.FA appointment/completed procedure to get a FSA ID.
1-1-13 DEFINITION-ENROLLMENT

Completed an application/-1, FA appointment completed, applicant accepted by Director.
[-1-13 DEFINITION-DROPOUT

Dropout-anyone who attended WVBC and no longer attends. If a student attended last
quarter and signs in and attends at least one class, they are a dropout for current
quarter and charged accordingly. If a “returning’” student from last quarter does not sign
1n, student is considered a dropout for the last quarter.
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1-1-13 DEFINITION-RE-ENROLLMENT/RE-ENTRY
A re-enrollment/re-entry 1s a student that attended WVBC previously and left. Once
they sign a new contract and start classes at WVBC they are a re-enrollment/re-entry.

1-1-13 DEFINITION -GRADUATE
A graduate 1s a student who completed all requirements of WVBC to receive their
diploma/degree per catalog (verify 2.0 CGPA).

2-1-13 DEFINITION _EXCUSED ABSENCE
An Excused Absence -means student can make up work if teacher’s policy states this but
student is still marked absent. NO EXCEPTIONS TO THIS POLICY!!!

2-1-13 DEFINITION COMPLETER-62{
If a CGPA of 2.0 1s not_achieved, student is not a graduate. This is a completer.

assistance. DR contacts completer during break week explaining how they can graduate.
DR explains 2.0 1s required to receive a diploma/degree They must return and repeat
enough classes to bring up their CGPA. DR explains no tuition is charged but a book may
have to be purchased. A 62f 1s given to student and copy placed in their file. No FA can
be collected for this quarter

2-1-13 CONTACTING-NO SHOW-CANCELLATION

Monday, of the 4th weeks after the start, DR contacts no shows/cancellations to attempt
to re-enroll. New application i1s completed and applicant goes through FA interview
again,

3-1-14 INDEPENDENT STUDY/APPLICATION-23-40a,b

There are no class substitutions. DR asks a teacher who is qualified, if they agree to
teach an 1.S. class. If teacher agrees, DR and teachers must insure [.S. course is

a significant leaming experience for students. Teacher must give to the DR, first day of




the quarter, a written schedule showing how they intend to cover the current syllabi,
Teacher must provide the DR and student with sufficient and appropriate course activities
to fulfill the course description/objectives. Student must complete all assignments,
Class is designated as an .S on 40a,b. A -23 is completed for each .S class attempted .
Student purchases necessary books/supplies. Most current syllabus is used. Mid-term and
final grades are mandatory. Teacher salary 1s ' their normal rate.

8-5-15(3-18-13) TEACHER TEXTBOOKS/SCHEDULE-40A,B

Teachers receive their books, syllabi for each class they are to teach next quarter as soon
as available. AA prints a 40ab Friday-break week-class name. room number, amount
of students in each class and teacher’s name. Copy of final updated -40a,b 1s posted on
DR board, one is given to DR one is emailed to GM and one is posted in the lobby .. (No
other copies are made).
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[-1-13 RETENTION

REPRESENTATIVE ASSESSMENT-1/77-BREAKDOWN-124
First question an AR must ask applicant is listed on —1. AR writes answer in front of
applicant. Do not accept “To get a job™. AR must dig deeper asking “What do you
expect from college”” No exceptions to this procedure! DR reminds AR the more
they listen to applicant, more information AR gets to complete —1. This helps DR, staff
and faculty help retain students. At teacher’'s meeting, second Tuesday after start date,
(day and night) AR meets with DR and teachers and reviews 1. AR gives
their impression of student from conversations they had with them. This helps staff and
faculty better understand students. This 1s an open discussion. AR mentions positive
things they noticed during interview as well as negative comments. Thursday, last week
of the quarter, DR completes 124 and during break week DR reviews to determine if
anything could have been done quicker or better by teachers/administration to help
student stay in school based on -1. DR does not write on —124 “lost contact with student™

place on —124, if each dept. addressed original problem(s) noted on —1. DR posts what
each did to “help” student overcome original problem(s). DR writes an opinion as to why
student actually dropped out. DR reviews to see if -1 could have helped WVBC work
with student. If —1 has statements on it and no —77 have addressed these statements, than
staff/faculty did not done their job. After one month of student

dropping, DR contacts student asking if problem: has been resolve and if

they would consider returning,

1-1-13 RETENTION-MOTIVATING STUDENTS

During 3rd and 5" week of quarter, Tuesday teachers meetings, DR speaks about
motivating students- how teachers help improve retention. Weekly meetings on Fridays,
discuss how evervone helps improve retention. Below are ways all employees can help:
1.Everyone must approach students when problems are recognized. Don’t wait for them t

teachers/staff . Don’t ignore them because they appear to have a problem. Get involved!



2.Staff/faculty must avoid discussing school problems/personal problems with students.
Don’t be an authority on evervthing DR has a list of agencies that are able to help.
3.Take every opportunity to talk to students, encourage and listen to them.

4. Make every effort to work with students to find solutions to their problems.

5.Be positive—actions must reflect confidence/commitment to goals of WVBC
6.Consider this- loss of one student represents a reduction of revenue-less employees
7.Staff and teachers must have “student oriented™ philosophy.

8.Staff/teachers must help relieve students of personal problems by teaching effective
thinking skills to cope/deal with problems, managing changes and building self-esteem
9. Teachers must deliver material with effective academic skill techniques and methods.
DR must help staftf and faculty motivate students to stay iu school. Most important task
staff has is building up student’s morale. Self-confidence is an important factor to
student’s success. Success in daily tasks usually leads to continued interest. Students
need encouragement to begin using skills they learned, now-not just after they graduate.

interest in students. Don’t just say vou care-show it. “Actions speak louder than words”.
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5-8-13 SPECIAL OUIZ -41
All teachers give a “class participation™ quiz on the black board Monday every week in

el th

each class (except first and last week of guarter) beginning 2™ week and ending 11
week. Two questions are asked, based on previous Thursday’s class Teacher writes
“QUIZ” on the board and writes two questions. “Did we cover the entire chapter
Thursday?”/“Did we have a test Thursday?”/*Was homework assigned?” etc. No make-
up is permitted. Student carns a 0 if student is absent. Grade is averaged into final
grades. This is a pass/fail test. Absence on Monday has student earning an “F” on quiz.
Quiz must be easy enough to motivate students to attend class on Thursday and Monday
to earn an “A” and help bring up their grade. This is how students earn extra credit. (/)%
verifies teacher do this by periodically checking and verify it is noted on fesson plan)

6-24-13 RETENTION SEMINAR-CSR-77

DR works with CSR to obtain a guest speaker for this Seminar. Prominent people in the
community are asked to speak. CSR explains to guest speaker ahead of time, WVBC’s
philosophy. Why WVBC feels attitude and attendance and professionalism is so
important. Speaker will inform students on what to expect in the business/medical/legal
community. Explain how graduates must be prepared to “sell themselves™ to the
prospective employer. DR meets with guest speaker before seminar and explains why
WVBC 1s different from other colleges. DR reviews schedule and lesson plans to
determine what time majority of students are to be in classes. Seminar is held 7" week of
the quarter on Monday. CSR and DR write a -77 for the file on who the speaker will be,
when it will be held and what is to be covered. Once this is completed, DR emails all
teachers Thursday before seminar is to be held notifving them of the seminar. Teacher
does not announce to students until the time of the seminar and teacher will take their
students to the seminar. All teachers and students must attend that are schedule to be in
the class at that time. DR places a -77 in “absent” teachers file if teacher does not stay
(note on payroll). All absent students will be marked absent by teachers.




4-3-15 NEW QUARTER DATES AND TIME

AA checks catalog and types up a next quarter start date and times for
evening and day students. Post on Director board in large letters on Tuesday
of the 10™ week.
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6-24-13 RETENTION-EVERYONE
With DR/AR/AA/FA help, student stays in school. During first month of school, AR
gives special attention to all seated students. All must help them feel like they belong and
are cared about. Throughout the time student is attending WVBC, AR seeks out students
and sees how they are doing. Happy students give referrals
RETENTION-WHOSE JOB IS IT TO PREVENT THE FOLLOWING?

1. Dropouts Everyone

2. Positive Mental Attitude Evervone

3. Lack of strategic planning Everyone

4. Poor reputation Everyone

5. Lack of profit Everyone

6. Poor curriculum and programs of study Director/Teachers
7. No continuous faculty and statf improvement process Teachers

8. Inadequate teacher training skills (poor methods, etc.) Director/Teachers
I. Graduates not getting jobs Everyone

2. Poor recruitment Everyone

3. Lack of community support Everyone

4. High student default rates Everyone

5. Licensing and accreditation non-compliance Everyone

6. Poor internal communications Everyone

7. Employees not understanding school is a business Director

8. Lack of team work Evervone

DR is the “team™ leader. Everything each “player” does effects students, potential
students and potential employers. If just one employee is not part of the “team™, “game”
will be lost. As DR hires new employees, first consideration must be “Will this person
work well with our “team”™ and do they meet our standards?

1-1-13 MEETING-ADVISORY BOARD -10




DR makes arrangements 1* Monday in July and November for an Advisory board
meeting to be held on last Friday in the month. DR/GM and AA attend with members.
This is held at a restaurant close to the school. DR contacts members to invite them to a
luncheon and set a date. DR/GM holds meetings. If board member frequently cannot
attend, DR is responsible to find a replacement. Members should include, doctors,
lawyers, accountants, medical and professional business people who can contnbute to
WYVBC programs. WVBC pays for luncheon. (Mo alcohol) DR is reimbursed per
Personal Expense Form-10. Ask for input as to how/if we should change our programs to
fit communiiy’s needs. Minutes are taken by AA and typed. Copy is kept for file marked
“Advisory Board Minutes”. Copy is e-mailed to “other” campus DR, Pres., VP, GM and
board members. Minutes must be accurate, neatly written and informative. Spell
check MUST be used before sending.
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9-11-14 MEETINGS- STAFF MANDATORY -68b/72-WEEKLY

Weekly Staff Meetings—DR holds a meeting every (NF-Wednesday-2:00 until 3:00
weekly) (Wheeling-Friday of each week at 10:00 until 11:00. AA, CSR, FA/AR must
attend. Dunng meeting, DR reviews -68b with each staff member. -72 1s reviewed and
potential dropouts are identified. (cc: minutes to Pres VP-GM)

7-16-15 (9-11-14) MEETING- QUARTERLY STAFF PLANNING

Monday of the 11" week of each quarter AA/FA/CSR/AR emails their in-depth
plan/goals for upcoming quarter to DR. Plans and Goals are to include how they will be
accomplished. (DR will help each person sef their goals before the meeting if necessary).
DR emails these to GM with their own plans/goals the same day. DR holds a quarterly
meeting on Friday of the 12" week of a quarter at 10:00 am until 2:00 pm. DR AA,
FA, CSR, AR, must

attend. Only accepted absence is hospitalization or death. Accepted Absence applies
to immediate family only and must be cleared through DR before meeting. DR

is required to note in employee file absence and is considered for future employment.
This is planning/brainstorming with all being involved for the up-coming quarter..
Everyone must participate. No extensions are to be granted.

DR follows up continuously ensuring each department follow their calendar and achieves
their goals. Quarterly plans for the past two years are kept in DR office in a file marked
“Quarterly Goals™. (Quarterly goals are email to Pres. 1'P)

8-5-15(1-26-15) MEETING-WEEKLY TEACHER'’S- 682a-GOAL SETTING
See Teacher T’s “TEACHER’s MEETING —Page 4i — Form 68a. (Copies of mimutes
to GM for filing in Correspondence Files)

8-5-15-(8-4-15) MEETING-DEPARTMENT HEADS







5-3-14 TEACHERS ATTENDANCE CONTROL LOG —44/72/77
See Form 72- Evening receptionist uses for posting teacher’s daily attendance from -44
.and emails at the end of each day to NF/WHG- Email daily to GM,DR, AA AR, FA,
Dept. Heads who review daily. Each department at both campuses must daily speak with
students encouraging them to attend. A -77 1s sent to DR if any contact has been made
with student concerning their attendance. (Copy -77 printed)

1-1-13 TUITION & FEES POSTING TAC/FACS-26a,b.c.d
See Form 263, b, ¢, d- FA keeps in front of TAC book and book 15 kept per this form.

7-15-13 PERMANENT RECORD CARDS-103a,b,c.d
See Form 1#3-AA keeps by AA in front of PRC book and book is kept per this form.

1-1-13 CLASS FORMAT-58
AA posts —58 First Monday 1n January by teacher’s mailboxes and must be followed.
Classes are 55 minutes and 75 minutes because of accreditation/federal regulations.
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1-5-14 SYLLABI POSTING

AA post during break week —Friday/Saturday all current syllabus and teacher must venfy
that their current syllabi is posted in each of their classrooms each quarter with the IRP
beside the syllabi. DR will notify all teachers “IRP can be treated as a pass/fail grade™.

1-1-13 SEATING ASSIGNMENTS-CLASSROOM
Once teacher closes door to begin classes, teacher asks students to fill the seats up lront.
DR observes throughout the quarter that all students are not seated just in the back.

6-9-14 PROFESSIONAL DEVELOPMENT/GROWTH- TEACHERS

DR has teachers show professional growth by attending seminars, taking classes in
college or on line. (teachers are eligible to take free clusses at WVBC-see Employee
Handbook; read professional magazines, belong to professional associations, clubs,

etc. Documenis are placed in teacher files throughout the year. Monday, 6" week into
quarter, AA venfies teachers are showing professional growth and giving copies for their
file. This information is posted on ACICS “Data Sheets”.

1-1-13 TEACHER MAXIMUM LOAD-ACICS

DR assigns classes each quarter to teachers and follows ACICS criteria pertaining to the
amount of classes each teacher is permitted to teach dunng a quarter. If this criteria is
followed, teachers are permitted to teach boih day and night. (see ACICS Criteria)

6-9-14 LESSON PLANS — 41




lesson plan follows the class syllabi. (Flan is fo indicate teachers take students to local
library at feast once a quarter for research and once a quarter, wtifize guest specker).
Plan will identify homework, quizzes, guest speakers, field trips, tests and assignments
etc. DR keeps last quarters” lesson plans and current quarter plans on their computer once
reviewed.

1-1-13 HANDOUTS-TEACHERS.MAKE UP TEST

Monday of break week, copies of all “handouts” are emailed to DR.. DR reviews and
approves/denies and files in their office All past_handouts_are purged except most recent
year. Teachers have their own “make up test” policy and inform students of their policy
in their “Handout™ at the beginning of the quarter. If teacher permits student to make up
tests, 1t 1s required the teacher creates a new test and administer test before/after class
or on Friday/Saturdav. Teacher supervises student taking test. Makeup tests are never
given in classroom with other students present. No one is permitted to administer or
grade make-up test but teacher.
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9-5-13 EVALUATION-PRE/POST EVALUATION/SYNOPSIS-97
WVBC monitors the quality of each teacher based on objectives listed on syllabus.
Teacher determines what they want their students to learn by the end of the quarter by
administering pre/post evaluations. Teacher reviews the syllabus and course descriptions
1n current catalog once assigned a class, then writes a pre-evaluation and lesson plans
accordingly. True/false/multiple choice questions should be limited. Teacher needs to
determine § major goals they wish to cover during the quarter. Under the five major
goals, ten questions relative to these goals should be asked. (50 questions total). This
permits DR and teacher know if goals they set have been met. Pre-evaluation is given to

.............................

week-to distribute to teachers on registration day. Teacher administers a pre-evaluation
on Tuesday after registration day to all students in each class. Teacher explains this is
a guide to enable the teacher to evaluate each student and how they should progress
during the quarter. Teacher explains they should not expect to be able to answer all the
questions correctly since they have never taken this class prior to attending WVBC.
Students are told the pre-evaluation does net count towards their GPA or CGPA. At the
end of the class, pre-evaluations are collected, graded fnhumerically/ and given to DR by
Friday at 3:00 end of drop/add week. Post-evaluation-this is similar to the “pre-
evaluation” and is given (Day-Wed and Th.-Even.-Th.) 12" week of the quarter. This is
the final exam. Evaluations are graded/posted and given to DR no later than Friday,
last day of the quarter. DR completes a synopsis-97 first Friday of 3" week-email
copy to Pres., VP, GM each quarter showing overall performance in all classes based
upon scores of both evaluations. Evaluations are kept in DR office and one quarter later,
discarded. (GAS keeps both campus synopsis indefinitely) DR determines if goals were
met. DR meets with teacher individually and it goals not met, how can they be met in the




future if they are to continue to teach at WVBC. -97 Each time teacher is assigned a
class, u new pre/post-evaluation must be developed. (these synopsis help the DR
determine teachers eligibility for rehiring)

1-1-13 EMAILING STUDENTS-TEACHERS

Teachers email homework assignments/projects/syllabus noting due dates on projects/
assignments. Completed work 1s emailed to teacher. Notes are added to submitted
assignment/projects with grade and emailed to student. Teacher is responsible to email
student 48 hours of receiving homework assignments/projects. No tests are emailed.
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8-3-15 (4-10-14) ATTENDANCE-DAILY CALL/RECORDING-44-MENTORS/

TEACHERS-77-POSTING-72
Attendance is taken first 5 minutes of class. If student 1s not in class they are marked A-
absent. Thereis No excused absences. All
teachers must make an asserted effort to contact (cal/ email) to determine why student is
absent. Complete comments on —44. Teacher places time attempt was made to contact
student daily by phone/email. Teacher notifies student’s mentor and mentor also attempts
to contact student-emailing ~77 to DR with results. (IR af beginning of quarter
emails blank form 77 to teachers) When students call oft, office emails teachers as soon
as call is received. (If teacher s policy fo permit make up work, student can make np their
work).

Regardless of the reason, student is marked (A) absent

if student is NOT SEATED in the class/
If teacher permits student to make up test(s), teacher must follow procedure in Teacher
“T7s. If class 1s canceled """ 1s marked. All teachers/mentors daily attempt to contact
student to determine student status. Until “official notice”™ from DR by email is received
that student is a dropout, attendance is taken every day. Once ofticial notice is received.
teacher writes D/O by students name and not further attendance is take. (H/en
student bring in slips from Doc. Jury Duty el [feacher give o DR after sending =77,
slips is attached to back of -77 by DR.j Teacher places -44 in Receptionist’s basket who
posts to 72-Teacher’s Attendance Log.

1-1-13 INTERNET USAGE-CLASSROOM
Students are not permitted to use Internet during classes except during Internet class.




4-10-14 SURVEY-ANNUAL STUDENT BODY -116

DR gives —116 Monday-third week of October to all teachers during class-when most
students are expected to be in attendance. Students complete survey first 5 minutes of
class, teacher collects and has a student deliver to DR immediately. DR completes a
synopsis on a blank copy of =116 within 2 days. DR places numbers and general
comments, 1.e. 30 students/happy, 26/not happy. 25 students/4 cars etc. DR keeps -116 in
their office until svnopsis is completed. Copy of -116 synopsis is emailed to GM,
President, Friday. DR discards “individual” —116 after one quarter Synopsis are kept
indefinitely and filed in correspondence file marked “Synopsis-116". Wheeling —both
campus —116 are kept in file marked “Synopsis-116-NF/Wheeling."

2-1-13 LICENSE-STATE-AR
One month after a new AR is hired, DR requests “Registration of Individual Solicitors”
form from the State -WVCCTCE to complete. Yearly this is renewed by DR when
applying for WYCCTCE Permit. (Copies made for file). Permits are posted in lobby and
in their offices. Original CEO permit is posted in lobby. (copy made for fife)
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1-1-13 WIA-VISITS-APPLICANTS LEADS

Visiting-DR determines best time AR should visit WIA. 1f campus has more than one
AR, AR alternates days they go to WIA office. AR gets to know WIA personnel on first
name basis getting information on how they like to run WIA and what rules they must
follow. Educating them on what WVBC does for their students, how long we have been
in existence and how we can help the WIA employees by making their jobs easier. Ask
what would make their jobs easier. AR puts brochures out at WIA and meets with
“applicants” visiting with their case manager. WIA Applicants-AR asks what kind of job
they would like, did they graduate high school, got a GED, ever attend college and would

for an appointment. Do not attempt to enroll them now! Talks about WVBC, we know
students on first name basis, been around over 100 years, help student with their financial
aid paperwork, etc.

WIA LEADS- AR completes 80b and gives to FAM immediately upon returning to
campus to be written in back of lead book the same day. After posting, FA gives lead(s)
to DR who gives to AR same day. DR visits WIA | (unannounced) at least once a week
to get to know WIA staff and observe AR procedures.

1-1-13 SINGLE CLASS-CREDIT

If an applicants requests a single class to receive quarter credit hours, DR informs them
they must attend entire quarter and pass class with a minimum of “D”. Contract must be
completed. This student is treated as all other students-attendance, testing, posting grades,
advising etc. Compute cost by dividing total tuition in a Degree program by 24 in current
catalog. This 1s tuition cost of a single class. Application is completed, administrative fee
and books are charged per current catalog. Class name is written on program line. This is




paid up front or three monthly payments made at the beginning of each month. No
Exceptions! Student is eligible to apply for PELL but NOT Student Loans.

3-15-14 EXTRA CLASS-CURRENT STUDENT-77

Currently enrolled students wanting an extra class not in their program-compute cost by
dividing total tuition in a Degree program by 24 in current catalog. This is cost of tuition
for a single class. If supplies. lab fees and books are needed, these charges are added. DR
and FA must inform student that NO FA CAN BE COLLECTED FOR THIS

CLASS! THIS CLASS DOES NOT EFFECT THE STATUS FOR FA! This is
noted on -77
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1-1-13 INSERVICE -TEACHERS-14

On registration day, day teachers attend an in-service with DR at 8:30 a.m. After In-
service, teachers go to Registration. Evening teachers attend registration and in-service is
held after registration 8:30 p.m. DR appoints a teachers to take minutes and copies are
typed on —14, then emailed to DR. DR reads and emails to all teachers before end of
week. DR files a copv for correspondence file marked “Teacher’s ~In-Service”. These are
kept for past two years and any —14 older than 2 years are purged. DR assigns office
hours to teachers during this in-service and posts on DR board. DR gets speaker’s “bios™
before In-Service and CSR takes a picture as speaker come in. CSR sends picture and
press release to local newspapers. DR gets written permission from speaker to do a press
release. Speaker’s topic must be on methods of teaching, motivation, professionalism,
etc. If DR does not have a speaker, a video can be shown at this time, which can be
gotten from local library on motivation, professionalism etc. Each video can be used
once during the year. Guest Speakers must be gotten for three out of four In-
Services. DR calls Board of Education to get a guest speaker to volunteer or any other
agency that could contribute to teacher’s ability to teach more effectively. It is important
that DR secures a good motivational speakers on above subjects.

6-22-15 (6-1-13) REGISTRATION REMINDERS & PROCEDURES - 54-57
During break week, review procedures and forms to verify all information has been
completed and ready for registration. DR holds registration and assigns duties to
staff/teachers during and after registration. Registration is to motivate students to attend
classes, stay in school, graduate. DR and ALL teachers must attend and stay for entire
time. (AA stays in lobhy to answer phone and meet visitors) Registration begins at 10:00




am./6:00 p.m. If campus has more than 60 day students, split orientation alphabetically.
First set at 10:00 and the second set at 1:00. (1" set(A-M) 2% set (N-Z)

a.

n.

REMINDERS-33/62d
DR gets current teacher’s email addresses.
DR prepares Mentor list-hand out to all teachers at in-service
DR has 62d “Academic Probation letter to meet with students after registration.
(DR hays AA print up -02d for each student on academic probation during break
week),
DR compiles a *Student Contest™ list for the bulletin board contest. DR emails to
all teachers and posts by teachers mail boxes.
FA completes sign-in sheet for the new quarter for all returning, new and re-entry
students to sign.
FA meets with any student needing to sign paperwork/bring in paperwork
BEFORE books/schedule/etc can be picked up.
AA posts current syllabi in proper classrooms-copies given to all teachers of
classes they will currently be teaching.
AA posts copy of Teacher’s Schedule 40a, b in lobby (class name, Room #,
Teacher Name and number of students in class.
AA prints enough copies of Statement of Understanding for all students listed on
sign-in sheet.
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AA prints form 62e for all students on “Academic Probation” for DR to hand to
them at their meeting directly after registration.
AA prints blank copics of -84 “Updated Student Information™ teachers to have
completed by students.
AA-Prints “Statement of Understanding™ for all names on sign-in sheet.
AA emails copies of the following forms to all teachers:
1) 8- Incident Report
2) 28 — Substitute Teacher
3) 33 — Repair Order
4) 34a.b — Teachers Grades and Attendance
5) 41 - Lesson Plan
6) 44- Teacher Daily Attendance Call Log-({eachers are directed to write in
each student’s name until end of drop add week.) AA will finalize after
drop/add week.
7) 54 — Mentor/DR problem solving
8) 64a.b- Plan to remove student from Academic Probation —Student & Teacher
9) 77-Advising Report
10)83-WVBC Field Trip/Guest Speaker
11) 115 — Input Staff/Faculty
REGISTRATION PROCEDURES

DR-Welcomes students-writes name/position on board-announces to students all are
ofticially registered at WVBC if they signed sign-in sheet. Hold up Sign-in sheet.
Ask ALL new and re-entries to stand to welcome them,
/. DR speaks for a few minutes about WVBC Accreditation, which makes us eligible
to participate in Federal Financial Aid programs. (fxplain transfer of



to

LN

&

9.
10.

L1,

12,

credits, No guarantees) EXCEPTION- WVBC has an agreement with Salem
University-on line training Explain how students can receive 4 yr degree from Salem
University-DR

Speak about personal experience in college with counselors, schedules, books, FA
etc. Nothing went smoothly. Don’t be afraid to ask for help from mentors. Explain
each student has been assigned a personal mentor.

Explain-academic problems-students go to their teacher FIRST. If teacher 1s unable
to help, teacher gives a -34 to take to their mentor. If mentor is unable to help,
Mentor gives -34 to AA to make an appointment with the proper administrative
staff relevant to their problem.

Honors program-Eligible student does not have to attend review/exams week tor the
class. “A” must be earned. Teacher’s do not notify students about class
exemptions. DR officially contacts you if you do not have to take review/exam
week by email/phone. DR is only person to exempt student {rom exam!

improper language, do not do vour job (assigrments) absenteeism, you will be fired.
Missing classes will get you poor grades/failure. All students are capable of
succeeding It is up to each of you! Decide to go for your dream—now!

Do YOUR BEST!
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Snow Days-announced on TV and Radio.
Student Council President is introduced and speaks S minutes. This 1s a “fun”
student council and if interested in joining, announce date of first meeting,
DR announces employee of the past quarter. (See Lmployee of the guarter)
DR Explains catalog is on Web site.
DR read to all students orally “Statement of Understanding”™-53. (Studlent AMUST
sign now and receive copy at end of drop ad week).If student has a problem of any
kind, DR meets with student immediately after registration to clear up any
questions.-77 1s written.
DR speaks with students about:
a. Dress code. Why important! Letters of recommendations from staff and
teachers when applying for a job are needed. Always look your best.
b. “Attitude, Attendance, Appearance” is W VB( Motto.
¢. Discuss policy-no food/drinking perinitted on campus-student lounge only.
d. No smoking in building —only outside in designated area.
e. Drugs or alcohol not permitted on campus anywhere.
f
)

Call off when not attending. (You do this on the job or get fired)

Teachers will explain their individual make-up policy Tuesday morning in
class and give out handouts.

Svllabus 1s posted in all classrooms for students to review,

Students may use lockers but MUST clean out at end of each quarter.
Anything left in lockers at end of quarter will be discarded.

=3
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1. Upon signing registration card after receiving books and supplies, they
are NOT RETURNABLE Review card before signing.
k. Med. students MUST wear scrubs to all classes daily.(See feacher handot)

13. DR calls out names of student DR needs to meet with directly after registration.
(students on academic probation.)

14. Mentors call all their students names and takes them to a room assigned until
_students names are called to pick up schedules/books. Talk to students about their
back ground and asks each student to tell a little about themselves. Ask what their
plans are while at WVBC/after graduation. Mentor is upbeat/motivational
encouraging student to join Student Council. Good for resumes. Attempt to get them
to talk about what they felt they did wrong last quarter. How do they plan on
changing. Ask students what their goal is for this quarter. (Afentor makes a note for
mentoring purposes during the guarter.)

After registration, DR notifies FA and AR if student did not sign in. DR does not give
student books if they show up after registration. Student meets DR and signs sign-in
sheet. (foffow procedure “See Reg. Card Pickup books Supplies and schedule below ).
Student goes directly to class. DR completes-77.

31b

6-1-15 (2-18-15)REGISTRATION CARD REQUESTING/POSTING-77/120a,b,c.d
Wheeling AA is responsible to have inventory of reg, cards (enough for 3

guarters). NF-AA-requests reg. cards from Wheeling Monday m“’ week of quarter. (do
not request for P 1 O students jWhg, AA mails NF AA reg. cards Monday-! 1 week of
qtr. Both AA completes reg. cards from current “tentative” roster for new quarter.
(Tentative roster-*represents F.0.0.) AA posts last name first-post “X” by student’s
name for signature, campus, Day/Night. Qtr.-Post month and year of start-class name,
book title (/isf packets or workbooks by book title. AA gives reg. cards to FA to post to
right side of card and Line directly under 2:00 (D)and above 6:00 (N), cost of books
from 120a,b,c,d. Total to right all costs (if no number is to go in block write NA) At top of
Card write “previous balance” if due, plus balance this quarter. This total 1s what 1s still
owed.

6-1-15(6-23-13)REG. CARD-PICKUP/BOOKS/SUPPLIES AND SCHEDULE

All students signing the sien-in sheet are considered registered and are chareed
accordingly. Directly after registration, students are individually called out of mentoring
sessions. AR brings student to AA who has student’s books and supplies explaining to
student, reg_ card 1s their schedule/grade card. Student MUST sign by “X™ once getting
their books. If student did not want a book, AA marks on card DNW/if student did not
receive, AA writes DNR by item. If DNW is written, FA corrects FAC. If DNR is
written, as items come in, AA has student initial on card and add date received. If student
signs in after registration is over, DR must meet with student completing a -77




explaining to student why it 1s unacceptable to “miss” registration. They have missed
one of the most important meetings of the quarter explaining procedures they are to
follow. Student is taken to AA who completes the above procedure giving books etc
AA gives student reg. card to FA. ({f student has questions about their schedule, AA will
make an appointment next morning with DR No books schedule is given to student until
they meet with DR. A4 writes student s name and “problem”. A4 does not *'fix "problem
this is done by DR List is given to DR who immediately e-mails speaks to VP to see if
“problent can be fixed) No books/supplies are returnable if card is signed by student!
DR, after speaking with VP, meets with student reviewing change or why it cannoi be
changed. AA alphabetizes student’s cards that have signed in-place in envelope- BACK
of PRC book.

6-3-15 POSTING MID-TERM GRADES-TEACHERS- -77

No mid-term exam is required. A mid-term grade i1s posted on registration cards

by Friday-6th week of the quarter at 1:00. (7his shows student s progress for SAP) All
posting is completed in the office. Formal notification to students of mid-term grades
is not made. If student earned D or less, teacher makes a written plan by Monday-
emails to DR. Plan is to help student bring up grade(s). Teacher speaks with student the
next Tuesday explaining the plan to help student bring up their grade.

Teacher does not tell student they earned a D or less. Studenis are informed they are not
doing as well as they could and teacher has a “plan” to help improve their grade(s). -77
is completed and emailed to DR same day and student’s mentor same day. DR reviews
and files.
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6-3-15 POSTING FINAL GRADE/INCOMPLETES
Teachers must post final grades by Friday after the end of the quarter exams at 1:00.
Posting is completed in the office (cards are never taken from office). If Incompletes are
posted (posted in pencil) it is the teacher’s responsibility to keep in contact with student
uniil the “1” is made up by Monday-Registration Day. If incomplete is not made up by
this day, “I” is changed to “F” by teacher Monday of registration day. AA reviews
CGPA and notifies FA if student hasn’t reached SAP. AA reviews all final grades and if
a teacher has not placed a final grade on the card, teacher is called MONDAY
of break week to come in/send email with final grade and class. If grade sent by email,
AA posts the card and attached the e-mail to back of card. If student did not take the
final exam and they were scheduled to, DR notifies teacher to post a“F” on card. ({f DR
made special arrangements with teacher to let the student take the exam later, the
exam must be taken during break week. -77 is written by teacher and DR for student’s
Jfile). If teachers forgets to post a final grade AA notifies DR who completes a -77
reprimanding teacher. This is taken into consideration as to whether or not teacher will
be teaching next quarter. DR makes this decision after reviewing the employee file.

Final grades are not told to students by teachers or that thev are exempt [rom an
exam. DR/AA will email students when exempt from review and exams. NQ ©ONE
ELSE HAS PERMISSION!




AA computes GPA/CGPA double checking for accuracy by Monday of break week and
posts at bottom of PRC. GPA is written on bottom of registration card. (While posting
(114, A4 begins making a DR list). Once posting 1s completed on registration cards do
the following:
a. White copy-place in student’s file (Most recent stapled on top of all others)
b. Pink copy-student to sign in-receives registration day when picking up new
quarter books/supplies.
¢. Pink copy-graduates, d/o will not return — discard
d. Yellow copy-old card with grades -students expected to return, are placed on
top of pink new quarter registration card. This is given to students when
picking up books.

6-1-15(12-31-14) REGISTRATION CARDS PROCEDURES
WITHDRAWAL FROM CLASSES: When a student withdraws from a class,
DR emails teachers and staff and reason, AA posts a “W" on reg. card and also PRC. (DX
informs AA reason. AA writes wnder “‘comments” on PRC month year and why.)
DROPOUTS/TERMINATIONS -As student is officially terminated before end of the
quarter, DR emails teachers and staff. AA posts “Ws” on card and PRC. (DR informs 44
reason and A4 writes wnder “comments” on PRC month year and why student lefi.) AA
staples most recent white copy of card on top of all “other” cards in student’s file and
discards the others.
QUARTER ENDED-At end of quarter, AA reviews all cards, verifying all grades have
been posted on cards and PRCs then staples most recent white card on top of all
“other” cards in student file. Tcachers must have posted final grades. Place yellow
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copies with the returning students “new quarter’” cards. These are given to them when
they pick up books/supplies on registration day.
BOOKS NOT WANTED-If a student states they Do Not W want a book, AA posts their
initials beside the book title and beside the initials post DNW AA notifies FA of “DNW™
And FA makes adjustment to FAC.
BOOKS BACK ORDERED-If student Did Not Receive book/supply, AA posts their
initial by book title/supply and DNR. When book/supply comes in. student initials/dates
by DNR.
GPA/CGPA COMPUTING-AA is responsible for computing the GPA/CGPA.

F=0 points .

PREVIOUS QUARTER WHITE COPIES-AA reviews for accuracy and posting on
PRC and filed in student’s file (/f there is an I white copy does not get filed until
grade is changed by registration day) Staple “most recent” white copy on top of all other
white copies in file.

NEW QUARTER WHITE COPY AND YELLOW COPY-New quarter cards are kept
in PRC book until student has been “official terminated” by DR (these cards are nsed for
posting this guarter grades. If student no longer in school-yellow copy is discarded)




for previous quarter classes. (af end of previous quarter- yellow copy is set aside (o give
to student when picking up their books on registration day.)

PINK COPY- is given to student on registration day-it is their schedule for the current
quarter.(#f there is a last guarter-yellow card it is paper clipped on top of new pink copy)
ONLY WHITE COPIES ARE IN STUDENTS FILES. WHEN A STUDENT IS NO
LONGER A STUDENT ALL YELLOW AND PINK COPIES ARE DESTROYED.

6-1-15(4-3-15) STUDENT INFORMATION UPDATE CONTACT-84

Teachers follows syllabi concerning completion of-84 per syllabi, collecting and giving
to FA after teacher’s last class. (74 notes all new information on front of 1.4C and
telephone - - then discard -54)

9-5-13 ADVISING-SECOND WEEK NEW QUARTER-77

class to have a 5 minute advising session. DR discusses problems student might be
having at school/home. Concern is shown for student reminding them, if anytime they
need to talk, see their mentor {ask if they know who their mentor isj. DR reinforces
WVBC cares for the student but emphasis reasons student came to WVBC-To make
their life better — get the skill to get a job. This is achieved by daily attendance

and following directions teacher give them. Print -77 for each student’s file immediately
after the session. Once all new/re-entry students have been met with, DR begins meeting
with returning students. Cover all of the above again noting any problems they may
anticipate.
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B-11-15(6-1-15) INTERIM-REGISTRATION
During the 6™ week of the quarter DR hires a teacher who is able to teach one of
WVBC “specialty” classes. Teacher will begin teaching Monday, 7" week of the
quarter. (IR advises teacher they are permitted to sit in class anytime during the period
before they are going fo teach fo sit in on the classes to observe) Math at 9:00 until 11:00
then a 10 minute break and Interpersonal communication starts at 11:10. No other
breaks are to be given. The same syllabi 1s used that is used for the 12 week course.
(Regular registration is followed  see Registration Reminders efc. See Interim-
Classes Advertising Procedure-27 )

4-7-14  SIGN IN SHEET VERIFICATION-32/TEACHERS ATTN, LOG72
SPREADSHEET-98/ QUARTERLY GRAD./DO-194a

FA completes -32(sign in sheef) alphabetically for new quarter on Friday of break week

from last quarter's -72 (feacher s attendance fog) Type all names except students

who graduated last quarter and any student(s) who were “officially terminated™ (Dowuble

check 194a after drop add) Add to -32 alphabetically, all new and re-entry students.




(shown on new quarfer 98), Once student signs sign-in sheet —32 they are counted as a
seated student and charges begin for the quarter. As new/re-entries are enrolled during
drop/add week, FA adds their name to 32 and must have students sign -32. FA adds
student name to -72. AA must match -32/72/98/194a verifying they match the day after
drop/add week.( Last quarter's -72 is placed by I'A in baskef to be filed in "Iond of
Ouarter fil ¢ " which goes into the correspondence files cabinet. This iy a permanent
record.)AA emails copy of —32 to GM Friday of drop/add week Sign-in sheet names
match the following from last quarter: Tuition Account Cards /Fees Account Card
fQuarterly Grad /Dropout(last qtr)Seated student files/Teacher’s Attendance Log /Perm.
Rec. Card /Reg. Cards Total names on -32 is placed on Daily Report as seated students
for each new quarter.

9-10-13 GRADE SHEET POSTING-REG.CARDS-34a.b-77

Blank 34a.b have been emailed to all teachers to add student’s individual names for the
next quarter for posting attendance/grades/comments. At mid-term teachers post to reg.
cards Friday by 1:00 p.m -end of first 6 weeks of the quarter. DR reviews all reg. cards
and -77 for students with D or F. Same day, DR requests mentors and teachers to email
DR a plan to help student improve their grade(s).

DR makes appointment with student(s) Monday of seventh week and completes a -77.
(n0 grades are mentioned by DR Mentor teacher, only how they can improve with
WEBC staff and faculiy help. jTeachers post grades (including homework

teachers gives their completed 34a.b to the AA who reviews for completion. AA places
in the “End of Quarter” folder in the correspondence files.
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9-1-13  OFFICIAL TRANSCRIPTS 46a-m/ GRADUATES/DO/COMPLETER/
CONGRATULATIONS LETTER 69a.b/
SCANNING/STUDENT REQUESTING
Official Dropout/Completer/Graduate — Students who no longer attend WVBC must be
“Officially™ terminated by the Director! This means DR has notified staff and teachers
and proper refunds/closing out of the file has been completed. At the end of each quarter,
as grades have been posted; during break week, Monday, AA begins printing official
transcripts for all graduates/ dropouts/completers. If student earned an “F™ and retook the
class, the higher of the 2 grades 1s posted to the transcript. AA places all information in
the packet (original transcript unsigned unsealed-Whg.scans now-When NI- filey are
received, they are scanned immediarely). Betfore mailing, AA must verify transcript is
correct before signing and sealing. First copy only of transcript(s) is free. Thereis a fee
of 85 per copy for second copy. (once graduation ceremony is over and student did not
artend, diploma degree is kept in packet.) NF-Completes all 1-5 shown below. NF sends
to Whg. DR 2 copies of the transcript (if a graduate, send 69a or b with an enveloped
addressed to student college. DR signs one copy to mail if no balance is owedy:
1. TRANSCRIPT REQUESTS: Money order/cash must be received before student’s







5-21-15 (4-15-15) INTERNSHIPS-NURSE ASSISTANT PATIENT CARE AIDE
Internships are required for both of these classes! (see catalog for pre-requisites
necexsary for these two classes) DR meets with medical Dept .Head 4 weeks before the
end of each quarter to determine if internship(s) have been set up that are required for
students scheduled to take either of these classes the next quarter. DR must verify this is
set up by the time the new quarter starts. A copy of the agency’s agreement 1s reviewed
by the DR and GM. (copy sent fo GM.) Once approved by GM, signed - :nt to
GM to be filed by Whg. FA in “Contracts” file. Internships are set up fo

classes, generally on Fridays. Twenty (20) hours internships are requireu ror each
class and the entitity offering the intemship must keep attendance. In order for the
intemmship to count towards the college’s requirement, teacher must get a copy of the
attendance record and give to the Dept Head to give to AA on Friday for the student’s
file. Stadent cannot earn a final grade until the attendance sheet is given to AA.

6-28-13 SCHOLARSHIPS-PRESIDENT -§19,200/)/WVBC SCHOLARSHIPS-8500/
1,000- -APPLICATION 51a,b,c-VISITING H.S-H.S. SCHOOL BOOK
Full scholarship-$19,200-AR calls high schools, verifying spelling of principals/
guidance counselor’s name, high school name, address, phone numbers-place in “high
school book . AR emails ALL (G.C. 5/c¢ last Frday in August. DR emails-51a to all H.S.
principals within a 30-mile radius 1% Friday in Sept. attaching-51b. AR begins visiting
high schools 2nd Monday in Sept. through April delivering -51b to G.C. and letting
them know copies can be made or request more from the college by email.
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1-1-13 PRES. SCHOLAR. PRESS RELEASE-PRESIDENTS GAS CARD-51¢

All seniors are eligible o take the “President’s Scholarship” which is administered every
Saturday beginning second Saturday in September through second Saturday in April
at the college’s campus. ('SR gives scholarship press releases week to DR who gives o
nevspaper, TV stafiony eic.} DR contacts TV stations, radios and newspapers to make a
“Public Service Announcement” (there is no charge) at least once a month on
Thursday before the Saturday testing. Announce where/time of testing. DR emails 5I¢
MONTHLY to all counselors!! Seniors/counselors/teachers can call the College for
directions to register, (see catalog for further description of scholarship) Test takes
approximately 90 minutes. There is no charge for taking test. A drawing is held at each
testing for a $25 gas card. Minimum of (2) two people must take the test to qualify for
drawing. AR takes gas card to school the following week to personally present to winner,
AR asks G.C. if they would make an announcement of the winner so AR can present the
gas card in the office. If high schools have their own TV/Radio stations/bulletin board,
AR asks counselor for permission to announce/post scholarship information. AR gives
51¢ to Counselor to post/announce. Print 51¢ on bright paper to post. AR contacts
counselors/teachers by email weekly, reminding them of Saturday testing




2-7-13 PRESIDENTSCHOLARSHIP- REGISTERING SENIORS -80a,b, S1e

DR reviews procedure with FA on how to respond and record high school seniors/
counselors wishing to register for test. Same procedure shown in the procedure manual
for answering the phone 1s used-complete -80b entirely/write

“president’s scholarship registration” under comments. Connect

senior/counselor immediately with DR, FA complete information on -80a. If DR 1s not in,
FA takes name/number for DR to return

call. As DR speaks/returns call the time, location of test and particulars are given.

DR asks it senior is bringing any “other” friends with them to take test. If senior/
counselor gives another name, DR completes another 80b getting name/phone
number/email address etc. and verifies this is a senior. Completed -80b is given to FA to
post to -80a noting it was a referral from (7). -80b 1s returned to DR. DR meets with AR
daily, gives 80b to AR and completes -51e. (7his is kept current and accurate by DR.
AR contacts senior and explains they were referred to take “President’s Scholarship™ test
by (7) and attempts to register senior. Friday before test, AR calls or emails all seniors
registered to remind them of next day-Saturday’s testing. If applicant doesn’t have an
email address -AR contacts senior by telephone.
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6-12-13 PRESIDENT SCHOLARSHIP-ADMINISTERING TEST-GRADING-S1e
DR announces: No calculators are used during testing. Top of scholarship test is filled
out now in its’ entirety. Verifies students taking the test are seniors. Senior awarded
“President’s Scholarship” must begin matriculation quarter directly after graduating
from high school. DR 1s only person to administer the test and grade the test. Test takes
approximately 90 minutes. After testing is completed. DR informs seniors that they will
be contacted by Adimnissions Department to make an appointiment, giving themn their final
score and also to give information about all “other”™ WVBC Scholarships. No further
information is given at this time concerning scholarships. Once seniors leave, DR draws
trom all participant’s names for $25 gas card. (note gas card delivery procedure) DR
grades tests Monday afternoon after. DR posts grade to 51e, places copy in “scholarship
file” (kepr i1 DR desk) sends copy of Sle to corporate oftfice. DR gives AR name and
score of each senior taking the test. AR begins calling seniors for appointments to
speak with the senior and their parent(s) explaining they would like to visit with them
giving them their score. (score means nothing other than a number becanse the AR has
not idea who has the highest score)




No score is ever given over the phone to the senior/family! AR explains college is still
testing and as soon as a winner is known. an announcement is made in May.

6-13-13 PRESIDENT SCHOLARSHIPS WINNER-AWARD LETTER

PRESS RELEASES1e ,g,h
DR contacts winner Tuesday evening after final Saturday test is given informing senior.
parent they won WVBC “President’s Scholarship”. DR contacts G.C. no later
than Wednesday nmorning, Arrangements are made for a press conference at
H.S./WVBC campus. Parents. counselor, senior and DR are at the press conference. -
51f1s given to recipient/DR gives 51u to reporter including parent’s names, name of
siblings, honors in high school, name of high school, program entering, other pertinent
information. Press release does not say it was accepted -only awarded. If “winner”
does not accept scholarship, The campus gets publicity as well as students and high
school. DR posts article on DR’s board and WEB page.-51e are file in “Scholarship-
20XX) file.

1-1-13 PRESIDENT SCHOLARSHIP AWARDED-TIE BREAKER

If a tie, DR selects a 3 member panel Monday-FA/DR/Teacher, after final test is
administered Saturday. DR contact seniors who tied and has them write an “essay”
explaining how to “exemplify professional business practices and appearances.” Seniors
who tie turns in “essay” within ten (10) days for panel to review. Within two days
announce winner, Press Release is written and sent Friday.
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10-28-14 SATISFACTORY ACADEMIC PROGRESS-62a,b.¢c,d/64a,b/100a/b

Friday of 12th week, DR & FA meet to determine eligibility of student to remain in
school and/or to continue to collect financial aid. Satisfactory academic progress must be
reviewed by DR & FA for each student. (The only person permitted to officially
terminate a student is the DR). WVBC policy 1s to place on academic probation,
students who do not maintain a CGPA of 1.0, Once it is deterinined that a student is not
achieving a CGPA of 1.0, DR places student on academic probation and emails their
teacher Monday of break week, asking for a “plan” -64b to be emailed to DR
Wednesday of break week. Thursday of break week, AA prints appropriate-62. DR
speaks with student Monday directly after registration on registration day. (/0K hands
original 62d 1o studeni for their records). DR reviews teacher’s plan ~64b (reacher plan)
durning the meeting and copy placed in file. (AA notes “academic probation-month and
year” on PRC). DR counsels student about not dropping out and shows them how to get
off of academic probation with DR and teacher’s help. DR has student complete 64a.
Failure to earn a CGPA of 1.0 for the probation period requires DR to meet with student




and again follows the above plan. DR must write a -77 for the student’s file stating what
student plans to do differently to ensure they follow the plan(s) to get off of probation.
(When DR “officially terminates” a student for ANY reason, DR notifies ¥A who
completes 100w'b and sends out the uppropriate -62 within 24 hours.)

5-21-15(1-15-13)REGISTRATION-STUDS, NOT SIGNING IN-TERM.- 62a,b
Returning/New studs. not signed in-DR.AA FA and AR attempts to contact student until
contact has been made during drop/add period. If stud. doesn’t sign in -62a,b is sent
to returning students only. (copy for file). DR terminates this student day after drop/ad
period-FA computes 100a.b that day . FA completes Exit Interview compiles new
student NS files.
7-18-14 TERMINATION

“DSD”*OWD”-EXIT INTERVIEW APPOINTMENT-7 -36-77-100a,b-122
If student tells anyone they are dropping out, this employee must email DR same day.
DR informs FA same day who completes a 100a,b IMMEDIATELY and gives to DR,
On Fridays DR contacts the student and attempts to make an appointment to do an exit
interview. If student won’t make an appointment, (DR completes 77 and dates for
stuclentt file) -DR explains to student how much money they will owe if they drop out and
DR also explains they need to meet in order to complete an exit interview. If student
won't come 1n to complete this, explain their loans may come due immediately. DR
reviews student’s file before the meeting if one is set to determine “real” reason student 1s
dropping out —Can DR “fix” the student’s problem? If DR is unable to convince student
not to give up, this date 1s student’s OWD ofticial withdrawal date(date stident spoke to
DR or came in to complete I'A exit interview-see -77 ) DSD-Date school detennined is
the same date. DR completes —77 and placed in student’s file. DR gives file to FA and
exit interview 1s completed. FA reviews file verifying all documentation is signed
and in the file. If student will not/does not come in for an exit interview FA mails (dafe
on the =77 iy used as the DS that DR wrote from their conversation on the phone with
the student) -122 and 36 is completed and mailed to the student. FA sends GM 100a/b
along
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with the 148a,b showing if refund is necessary or not. GM reviews and gives to corporate
to write checks. Wheeling FA department processes the refunds and posts Wheeling’s
refunds on 148a and also notifies the NF FA who posts to student’s -148a. Both
campuses FA completes -7 now and mails -36 and -122. This is posted on 148a showing
these letters were sent to student. (GM ff 4 does no receive refund notice within 7
working davs, -4 notifies DR who notifies same day.) (refunds MUST be completed
timely or OF assess sanctions and interests against the college).
As soon as DR officially terminates a student DR, SAME DAY, emails staff to update
their PRC and TAC books. DR also emails all teachers having them note on their
records the student is a dropout. Until teachers receive “official notification of
termination™ by email from DR, teachers continue to mark student absent.
“Terminated” is noted by students name in attendance book.

8-21-13 INVENTORY CLASSROOM EQUIPMENT/BOOKS/SUPPLIES -180




An inventory of all classroom equipment/books/supplies is compiled on Friday, end of
each drop/add period. Supplies are kept secure and DR/AA has the only key. As things
are needed, they must be requested 24 hours in advance. WVBC does not keep a large
inventory. DR scans copies of inventories quarterly to Wheeling

GM. Friday at the end of drop/add period after books have been returned for credit.

8-21-13 MEDICAL/ STUDENT REQUIREMENTS- MANDATORY-120

All medical students are required to wear scrubs what can be purchased at WVBC.
Scrubs can be purchased elsewhere but must adhere to WVBC color. Students are not
permitted in classes without their scrubs, Teachers are responsible to uphold this policy
daily. If student isn’t wearing their scrubs, they are sent to DR immediately. DR explains
if they do not wear their scrubs, they will not be permitted in class. Student is warned in
writing on -77 but can go back to class the first time. After 1" warning, student is not
permitted in class without their scrubs. (Qnly exception to this rule: If student purchased

students are permitted in class without their scrubs wntil supplies arrive,)

1-1-13 STUDENT SUPPLIES REQUIREMENTS-120
Tuesday AA and DR review Master Book List for supplies for Medical and Legal
Students during 7™ week.

8-21-13 REPORTING-STATE, FEDERAL, VA

DR makes copies of report, completes a “draft” and gives/scans both to GM. GM
completes both reports and discards “drafts”. Copies are made of each report- Two are
kept for Wheeling files and a copy is scanned to NF for their correspondence files.
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8-21-13 REPORT ACICS CAR-6-32-194u

July-ACICS sends C. A R.to each campus DR who begins compiling information. DR
begins a grid alphabetically, listing all students who attended their campus trom July 1
through June 30 of the previous academic year. (/his informaiion is goiten from the sign-
in sheets-32.) DR has the 194a showing all graduates and the 6-showing where graduates
are placed. (DR must have proof inwriting if they wish to eliminate the graduate from
being connted in the placement record-i.e .other college accepiance letter. lefier from
doctor stating grad. is unable to work, proof the grad. is in the military, etc. review
ACICS criteria). CSR completes -6 and give to the DR. Once rough draft of report is
completed, DR gives/scans to GM to review and inputs the report. (Docuneniation is
sent with the report-6,32,194a and placement elimination letters notices used. These
placement letters are not sent to ACICS ) Once GM sends both reports to ACICS 2 files
are made ACICS-CAR (yr)NF, ACICS-CAR{yr) Whg. GM scans NF report and all
attachments to NF DR GM notifies DR when FINAL report is due usually in Sept.




1-28-14 REPORTS-ANNUAL-WVCCTCE-RENEWAL APPLICATION
WVBC completes annual report for West Virginia Council for Community and Technical
College Education to receive a license to operate in the state of WV, DR is responsible to
have paperwork completed timely by FA. Report should be requested by January each
year, received by February | and 1s completed and mailed to Charleston office by April
1. If the report is not received. Whg FA contacts Charleston. NF FA completes report on
“scrap” paper/scans to Whg. FA to complete. Whg. FA completes for Wheeling and
sends both reports to WVCCTCE. Make copies for corporate correspondence file and
scan copy to NF FA to file. Renewal Application for WVCCTCE- WVBC is to be
bonded in WV-completed by Whi, FA. Whg FA is responsible for processing bond-
(copy of bond kept in Wheeling file).

1-28-14 REPORT-ENROLLMENT-FAME-SSCR
SSCR is completed by FA every 90 days beginning 3-1-14. FAME transmission notifies
FA when SSCR is to be completed. Title is “SR7-Enrollment Reporting (SSCR)Rosters”
tollowed by list of names and SS#. FA completes All WVBC students on the report.
FAME software- click “Application™, Click “Enrollment Reporting”™. Program opens with
FAME blank screen. Click “File”. Click “Open”, Program opens information screen (see
graph). If there is a report, names are on lower corner (box 4). Click “student’s name”.
Attop (box | & 2) appears information concerning student. Two boxes are: Box 1 “dept
of Ed”; Box 2 “FAME info”. Below two boxes appears a 3" box with information that
needs applied, Box 3 lists same info as either Box (1) or (2). Lower right hand corner of
Box 3 red rectangle reads “updates required.” Click “Box (1)7or “(2)” depending on
most accurate information (usually 27). Double check status box/enter correct status “F-
Full time, ™" X-no/show”, “D-withdrawn” “G-Graduate”, etc. with “status update date™.
If proper information has been entered, red rectangle changes to gray-*Updates not
required” appears. Click “next student”™ to continue report. Complete all students in
report. WHEELING-Move mouse to lower nght corner-click small square-looks like
paper with lines drawn on 1t. This pulls up sub-files that say- MAIN-BRANCH-NONE -
Click on “Branch”-Branch screen appears and shows-WHEELING BRANCH-
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NUTTER FORT BRANCH: Click one-Another report appears with same people on it if
Wheeling Branch is chosen. If Nutter Fort is chosen, no names will appear. If they
do, close program. (All changes are saved) Each campus 1s contacted verifying if these
names are students at one of WVBC campuses. Complete sub-report as previously done.
Click each student and apply their information. BOTH CAMPUSES-Close report once
all students have been updated. Choose “file” then “export”. It may say “This batch
contains unresolved exceptions” If so, reopen file and rekey the information. If you
click “export™ and FAME says nothing, the report is ready. Transmit to FAME. After
exported to FAME, error reports are returned within 10 days. If reports are not corrected,
unresolved students appear on next Enrollment Report. This report is received through
FAME and is sent to NSLDS (INational Student Loan Data System) This is a
mandatory report required by NSLDS! This informs NSLDS who 1s enrolled at WVBC
and who is not. It can now be determined when loan repayment will begin-note: if




dates/status in FA input and SSCR reporting are not the same, report will be returned
until 1t is corrected.

2-23-15 REPORT-ATTENDANCE -FAME
FAME Attendance Report is taken from registration cards and sent Monday-122 week
ol each quarier No Exceptions! Open FAME Electronic Service Products software.
Click “open”, then “ Attendance”. “ Attendance FAAT” window opens. Use down arrow
to get to “year”, Type in: (year-year) (As years change be sure to change these numbers)
Hit “enter” and you are asked if you want to print report. Answer “no”-use right arrow to
move cursor-hit “enter”. You are prompted for student’s social secunty number. Hit
“enter’. A list of student’s names and socials appears. Up and down arrows allow you to
move red box and select a name.
Start first one and move through list up dating as you go. You will be prompted for
“attendance effective” date. Enter date of next start month, day and year. Hit “enter”.
Data for student appears. At bottom of window, word “update” is highlighted in red. Hit
“enter” and cursor (red highlight) should shift to next quarter info section. Use new roster
to complete report. In first box (status), use “F if student is full time. If unsure about
what letter to use, hit “enter” and a menu of letters appear-choose correct one and type,
hit “enter” and cursor shifts to “progress” box. If student is PELL eligible enter “Y” — If
not, enter “N”. For cumulative credits, total student’s credits to date (through end of this
quarter) “enter”. For “Credit/Term” add student’s credits for new quarter from roster and
hit “enter”. Cursor shifts back to “update”. Move, using right arrow to “save”. Hit “enter”
and go to next student. If not, move cursor to “next” and try mtting “enter” again. If box
appears saying “Date entered is invalid. Compare with student record.” Correct
something in student’s master file-make a note of correction. Siudent’s name and click
“ok”. Proceed through list, making note of all error messages. After completing list of
students, minimize attendance window and open “Student Master” window. Review and
correct any mistakes in master files by using the following steps:
Click on “locate”, use student’s social security number or last name to find their file
Click on “edit” now. Check “expected graduation date” on page 3- if it’s earlier than
next Quarter’s start date, it must be adjusted (a student cannot continue if they have
already graduated). Next check page 4 screen. Student’s “terms in program” should
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include current quarter with correct beginning and ending date. Make appropriate
corrections then page down to page 7. A box asks “Do you want to perform COA and
unmet need calculations?” — Select yes. Remember to save changes. If you have
corrected error/s you are able to send attendance report now. When finished with
attendance report, close window and a prompt appears warning “If you close you may
lose info”- disregard this. There is no choice-just click “yes” and window closes.
Go back to FAME elecironic services screen/click on “tools”, “connect to FAME”
Click on phone icon and computer connects to FAME. Send comrected attendance
report. When you disconnect, you get a confirmation report that automatically prints
“Keep this as documentation that our report was sent.”
Call Denise at FAME to verify she is aware our report was sent and she has received.
Check with Denise until she states she received the report. You are flinished! You will
receive PELL beflore next quarter starts. If anything is wrong, call Denise at FAME




Ext 163 or Diane at Ext 146. Have them walk you through it. Do not be shy about this,
This 1s what we pay them to do. Call Fame whenever and as many times as you need
to call them for assistance.

1-1-13 NON-HIGH SCHOOL GRAD./GED-FA APPOINTMENT

If applicant is not a high school graduate or hold a GED, AR does not make a FA
appointment. Exception-if student is a current H.S_Senior they do a FA interview. (See
AR responsibility to keep in tonch with non-graduates)

5-1-14 PROOF OF HIGH SCHOOL GRADUATE/GED-5-12-50a,b
According to U.S. Department of Education-(Deborah Marsh} and A C1L.C.S. (Sarah
Frazier) these two agencies do not require colleges to have copies of high school
transcripts ar GEDs in the student files. It is sufficient that high school credentials are
verified through the FAFSEFA and the attestation the student signs with WVYBC. (see form
-5 and WI'BC application) These agencies recommend we do not keep additional
paperwaork in student’s files if it 18 not necessary. This could cause a “lack of
consistencies” citation. Therefore, all we will need in the file for these agencies is the -5
and WVYBC application. HOWEVER, for WV students only, one of the eligibility
requirements to receive a WVHEG (HEAPS grant also) is the college must have a copy
of student’s GED or high school transcript if

they graduated or received their GED in past 5 vears. As FA is calling applicant to
verify FA interview, FA asks if applicant has graduated/ received their GED within past 5
years. If they have, FA requests they bring their transcript/ GED to their FA interview to
have a copy made for their file. If applicant can’t provide this, FA informs them they
need to bring in $5 for WVBC to request their transcript from the state. FA immediately
sends for a copy of their GED} / high school transcnpt by sending 50a.b
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6-3-15(5-18-15) PRIOR TO FA INTERVIEW
FAFSA REQUIREMENT-FSA-ID #

It is a requirement of Federal Government that all applicants complete a FASFA in order
to qualify for Federal and State level financial aid for school. AR contacts FA to make a
FA appointment for applicant. AR has already taken applicant to a computer and helps
them get a FSA ID at fafsa.gov before they leave AR office and also make corrections to
FAFSA if applicant submitted a FAFSA at another schnal anlina far annlicable academic
year. To correct a FAFSA, AR has applicant log on t« have applicant
sign in and chooses “make FAFSA corrections” Applicant enters r>A 1 and creates a
password. Applicant selects tab “School Selection Summary™ then go down to add
school Add WVBC 010861. It doesn’t matter if it says Nutter Fort or Wheeling, click
it, we are the same school for recerving funds. Applicant selects their appropriate housing




option and next. Applicant selects tab indicating Submit/Sign. Applicant eniers their
FSA ID# and checks box that they accept terms. Applicant selects sign.

5-29-15(1-1-13) FA APPOINTMENT VERIFICATION FA-4506
FA calls applicant day before FA appointment, reminding applicant to bring the
following:
1) Signed tax papers for past year. If applicant starts in Feb., Apr., or May, they
Need to bring in current year and previous year taxes. FA will make copies
for file during appointment. If applicant can’t access their tax information FA
has them come to the appointment without them (See Tax Request — 4306-
where to jax to get copies of taxes)
2} Untaxed income information and documentation — copy for file
3) Drivers License or State ID — copy for file
4) 2 references minimum — name, address, phone #-how they are related
5) Iftaxes are not filed yet, estimations are made.
6) Requesis e-mail address
7) Requests if applicant has SAR, ISIR, DRN or FSA ID and if so bring in to FA
interview. Explain that if they have this and don’t bring it to the interview it
will slow down the process.
10-27-14 TAXES NOT COMPLETED YET-HIGH SCHOOL SENIOR-PARENTS
FA calls applicant day before appointment explaining to applicant/parent it is important
to do FA now in order to be submitted by March 1 to be eligible to apply for state grants.
FA explains to parents who may not have completed taxes yet, estimated amounts are
used to complete FAFSA. FA reminds them at least one parent and applicant must come
to appointment. F A administers evaluation. Loan is completed but not submitted. Explain
a second interview 1s mandatory near graduation date. FA notes on FA calendar date
and calis applicant 1st week of month expected to graduate to set a 2™ interview. After
2" interview is completed, ISIR is reviewed/signed and once ALL paperwork
is completed, applicant is considered an enrolled student. FA explains that a high school
transcript must be in their file in order to receive state grants.
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10-27-14 ISIR

ISIR-If applicant submitted a FAFSA to anoiher school for same academic year they are
to attend WVBC, FA asks applicant to bring their ISIR with them to the interview if they
have one. ISIR correction can be made to add school code 010861, The day the ISIR 1s
printed, FA calls student out of class to sign DAILY . If student is absent FA notifies DR
who sends email and calis student to tell them their FA paperwork has arrived and they
need to come in to sign as well as aitend classes. Explain to student that they will have to
repay all money issued to them if paperwork is not signed. They do not want a bad record
with the Fed. Govn. DR must encourage student to attend classes as well as signing(ISIR)
ALL ISIR MUST BE SIGNED and dated lor each academic vear student attends!

5-18-150(10-27-14) FSA 1D



FA calls applicant and explains they need an FSA ID before FA 15 processed. Applicant
will have a FSA [D# 1if they went on line with AR. (If they have a FS4 1D- FA confirmy
appointment}

10-27-14 NSLDS-WVDBC AWARD LETTER —(20) FIRST TIME BORROWER
FA checks NSLDS to see if applicant received FA that award year from other schools.
If FA was received dunng award year they attend WVBC, copy of previous college’s
NSLDS record is printed. FA places in their file. (7his amouni is used in I'A package on -
20y FA vernfiesf applicant has received a previous loan. If they have not they will be
considered a “First Time Borrower” (see First time borrower) If not

a first time borrower their qtrly loans will be sent to WVBC (10} ten

days before the start date. This occurs each gtr. until the academic vear is gver. NSLDS
report is placed in student’s file.

10-27-14 FILES-NEW PREPARED-(1)-(79)

One day before appointment, FA reviews app for accuracy and completion. App and -1 is
filed in file with applicant’s name printed with black magic marker on tab. Current
file -79 1s stapled to front/inside of new file. As work 15 completed/received

place checkmark/date on line and place in file as received.

5-18-15(1-1-13) FA INTERVIEW PROCEDURE

DRN- DATA RELEASE NUMB™™
If applicant does not have an ISIR:FA has applicant go ‘0 “add
school code™ to FAFSA. FA gives school code to applicas: w oo wint s muoA.
If student has FSA ID already: FA department has them add W VBC school code in
FAFSA now! This takes 3 business days to receive. ISIR will appear in FAME | If using
DRN: FA department opens FAME program and goes to Student Selector. Find student’s
name. Open ISIR file: Click on corrections tcon, Select SAR as correction. Enter student
[D number-social security # plus first two letters of last name then 01 and DRN If
applicant brings in SAR, FA opens FAME, goes to Student Selector, enters DRN. FA
opens ISIR file, clicks corrections, select SAR as corrections. Enter Student ID and
DRN. Complete SS# on Page 1 and complete school code on Page 7. Exit using icon on
Page 7. Pnint correction and hit transmit button to send correction to FAME.
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1-1-13 DEFAULT-NSLDS
If NSLDS shows applicant is in default, FA explains what must be done to get out of
default. (Call [-800-848-0979 in the IF'4 office). 1f applicant 1s not willing make a
payment plan, immediatelv stop! If applicant is agreeabie to a plan, FA does a counseling
session now. Monthly check is given to FA Dept. to mail. (DLFAULTER-COUNSELING
SESSION)

1-5-13 DEFAULTER-COUNSELING SESSION

FA interview continues, based on the following:

Quantitative and Qualitative Analysis,

Quantitative Formula: Amount of approved WIA (if eligible) or “other” funding,




1.e. VA etc.-Quarterly default payments minus fees-greater to or equal to zero.

If no-applicant receives a minus rating. FA stops FA process now. AR is called to the
office and explains applicant is not eligible to attend WVBC currently because of their
default status. AR decides now if they wish to spend any further time on t